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Alternative Training Programs Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

In order to open sector and other training to a wider and more diverse participant base,
the Workforce Development Board (WDB) adopted an alternative training policy for
special populations with multiple barriers to employment in order to provide Vocational
English as a Second Language (VESL) instruction, academic preparation, transitional
work, and bridge programs for participants unable to qualify initially for Individual
Training Accounts (ITA) and sector-based training.

BACKGROUND

Except for certain types of customized, incumbent, and On-the-Job training, transitional
jobs, and WDB contracts with institutions of higher learning, only training providers
through their training programs listed on the ETPL are eligible to receive WIOA funds to
train adults and dislocated workers through participant ITAs.

However, in order to provide special populations with multiple barriers to employment
maximum opportunities to benefit from WIOA programs, alternatives to traditional ITA
training programs may be employed. For example, short-term pre-vocational services,
including development of learning and communication skills, may be provided as
“Career Services” and do not require the establishment of an ITA.

PROCEDURES
In lieu of traditional ITA training, contracts for training may be authorized when:

e Such services are on-the-job training provided by an employer, or customized
training.

e When the WDB determines that it would be most appropriate to contract with an
institution of higher education or other provider of training services in order to
facilitate the training of multiple individuals in in-demand industry sectors or
occupations, provided that the contract does not limit customer choice.

e The Local WDB (LWDB) determines that there are an insufficient number of
eligible providers of training services in the local area involved to accomplish the
purposes of a system of individual training accounts.

o The Local Plan must describe the process to be used in selecting the
providers under a contract for services.

o This process must include a public comment period for interested
providers of at least 30 days.

e The LWDB determines that there is a training services program of demonstrated
effectiveness offered in the local area by a community-based organization or
another private organization to serve targeted low-income special participant
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populations that face barriers to employment. Special participant populations
that face barriers to employment include:

o Displaced homemakers;

o Low-income individuals;

o Native Americans;

o Individuals with disabilities;

o Older individuals, i.e., those aged 55 or older;

o Ex-offenders;

o Homeless individuals;

o Youth who are in or have aged out of the foster care system;

o Individuals who are English language learners, individuals who have low
levels of literacy, and/or individuals facing substantial cultural barriers;

o Eligible migrant and seasonal farmworkers;

o Individuals within two years of exhausting lifetime eligibility under TANF;
or

o Other groups determined by the Governor to have barriers to employment.

The following criteria will be used to determine demonstrated effectiveness of training
service programs:

Financial stability of the organization;

Demonstrated performance in the delivery of services to individuals with
barriers to employment through such means as program completion rate;
attainment of skills, certificates, or degrees the program is designed to
provide; placement after training in unsubsidized employment; and retention
in employment;

How the specific program relates to the workforce investment needs identified
in the local plan; and
How the use of the program supports WDB priorities.

Those training providers operating under the ITA exceptions still must qualify as eligible
providers. Qualifying is as follows:

Appropriate service providers may be selected as long as the Local
Workforce Investment Area takes into consideration the specific geographic
and demographic factors where the program operates, and the characteristics
of the special population being served.

The LWDB must require performance data for all WIOA Title | funded
participants participating in any program of contracted training services.

(Adopted PY 06-07) (Revised PY 18-19)
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America’s Job Center of California Branding Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

All Workforce Innovation and Opportunity Act (WIOA) funded WorkSource and
YouthSource operator contractors must adhere to the Workforce Development Board’s
(WDB) branding policy and federal and State of California Workforce Development
Board requirements regarding co-branding with the U.S. Department of Labor's
(USDOL) American Jobs Center brand.

RATIONALE

The WDB'’s branding policy ensures a consistent image and public service identity to
increase the public’'s awareness of the City’s WorkSource and YouthSource networks.
The policy also ensures the consistency and integrity of the WorkSource and
YouthSource brands as they appear to the public and compliance with Federal and
State of California Workforce Development Board’s co-branding requirements.

PROCEDURES

All Workforce Innovation and Opportunity Act (WIOA) funded WorkSource and
YouthSource operator contractors must adhere to the Workforce Development Board’s
(WDB) branding policy covering the WorkSource and YouthSource brands and must co-
brand with the U.S. Department of Labor's (USDOL) American Job Center brand.

All Adult/Dislocated Worker operator contractors shall adhere to the guidelines and
protocols of implementing the WorkSource Center brand, as directed through their
contractual obligations and any related directive(s).

All Youth operator contractors shall adhere to the guidelines and protocols of
implementing the YouthSource Center brand, as directed through their contractual
obligations and any related directive(s).

More specifically, all Adult/Dislocated Worker and Youth contractors shall adhere to the
co-branding of "A proud partner of America’s Job Center of CaliforniaS™ network" as
directed by the USDOL Training and Employment Guidance Letter TEGL 36-11 issued
on June 14, 2012 and the State of California Employment Development Department’s
Workforce Services Information Notice WSIN12-43 released on March 15, 2013.

All operator contractors shall ensure that logos, taglines and graphics of all collateral
materials, websites, and signage utilized for WIOA programs conform to the Branding
Toolkit and Style Guide, issued by the California Workforce Investment Board effective
July 1, 2013.

In addition, for any visual materials created, (marketing collateral materials, training and
recruitment flyers, articles, press/media releases, etc.,), WorkSource and YouthSource
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operators must include the appropriate branding logo (WorkSource or YouthSource)
and the City, the WDB, and the Economic and Workforce Development Department
logos.

At all times (including all references, marketing collateral materials, training and
recruitment flyers, articles, press/media releases, social media efforts, and external and
internal signage, etc.), branding of the WorkSource and YouthSource Centers shall
require naming which states the Center’s designated geographical name first (required),
with the operator’s organization as secondary (optional). Examples: “Northwest Los
Angeles WorkSource Center, operated by XYZ Contractor, Inc.” or “Central Mid Los
Angeles YouthSource Center, operated by ABC Youth Agency, Inc.”

To the extent possible and feasible, WorkSource and YouthSource contractors are
encouraged to utilize the brochure/flyer templates provided by the Economic and
Workforce Development Department.

In addition, all contractors must adhere to the EEO requirements in terms of
accessibility language on all websites, collateral materials and media outreach.

REFERENCES

WIOA Section 121(e)(4) State of California Employment Development Department
Workforce Services Information Notice WSIN12-43 (Released March 15, 2013)

Branding Toolkit and Style Guide, California Workforce Investment Board (Effective July
1, 2013)

(Adopted PY 13-14) (Revised PY16-17)
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Apprenticeship Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

This policy provides guidance and establishes the procedures regarding the use of
Workforce Innovation and Opportunity Act (WIOA) funds for individuals in occupations
with available apprenticeships, including pre-apprenticeship training. It is the shared
vision of the City of Los Angeles Mayor, City Council, and Workforce Development
Board (WDB) to have a robust apprenticeship policy that leads the nation in
apprenticeship development, placement, and outcomes.

BACKGROUND

Both the Workforce Innovation and Opportunity Act (WIOA) and the California State
Unified Plan (SUP) promote the “earn and learn” training model, which the SUP defines
as “using training and education best practices that combine applied learning
opportunities with material compensation while facilitating skills development in the
context of actual labor market participation.” This definition is echoed in Senate Bill 342
(H.B. Jackson, Chapter 507, Statutes of 2015).

The State of California issued draft directive WSDD-178 in late March 2018, entitled
“Quality Apprenticeship and Pre-Apprenticeship Opportunity.” WSDD-178 applies to
Local Workforce Development Boards (WDB) and Local Workforce Development Areas
and includes only state-imposed requirements.

In 2011, Assembly Bill (AB) 554 modified California Unemployment Insurance Code
(CUIC) Section 14230(e) to require Local WDBs to ensure that WIOA-funded programs
and services involving apprenticeships and pre-apprenticeships are coordinated with
apprenticeship programs already approved by the Department of Industrial Relations-
Division of Apprenticeship Standards (DIR-DAS) under specific conditions, and include
the fostering of collaboration between community colleges and approved apprenticeship
programs.

Other specifications include increasing the representation of women in pre-
apprenticeship programs in the building and construction trades; following Multi-Craft
Core Curriculum (MC3) in building and construction; and providing the apprenticeship
and pre-apprenticeship programs and services geared toward the geographic location
of the apprenticeable industries.

DEFINITION

The Workforce Innovation and Opportunity Act (WIOA) defines Registered
Apprenticeship as a proven model of job preparation that combines paid on-the-job
training (OJT) with related instruction to progressively increase workers’ skill levels and
wages. Graduates of Registered Apprenticeship programs receive nationally-
recognized, portable credentials, and their training may be applied toward further post-
secondary education.
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All Registered Apprenticeship programs consist of the five core components:

Direct Business Involvement — Businesses must play an active role in building
Registered Apprenticeship programs and are involved in every step of their
design and execution.

OJT — Every Registered Apprenticeship program includes structured OJT.
Companies hire apprentices and provide hands-on training from an experienced
mentor. This training is developed by mapping the skills and knowledge the
apprentice must learn over the course of the program to be fully proficient at the
job.

Related Instruction — Apprentices receive related instruction or classroom style
training which can be provided at the school, online, or at the work site that
complements the OJT. This instruction helps refine the technical and academic
skills that apply to the job.

Rewards for Skills Gain — Apprentices receive progressive wage gain as their
skills and knowledge increase.

National Occupation Credential — Every graduate of a Registered Apprenticeship
receives nationally recognized credential issued by the USDOL or a federally
recognized SAA. Many of the high-growth industries offer interim credentials as
apprentices master skills as part of a career pathway.

The length of training and the skills and competencies required for mastery of an
occupation are set by the industry. The Registered Apprenticeship system currently
approves time-based, competency based and hybrid programs.

POLICIES & PROCEDURES

The Economic and Workforce Development Department’s Apprenticeship Policy will
emphasize the following key principles:

1.

Build a robust apprenticeship program (which includes non-traditional industries)
across the Los Angeles Region;

Leverage strategic partnerships with the WorkSource Center (WSC) and
YouthSource Center (YSC) systems, businesses/corporations, economic
development organizations, sector intermediaries, community colleges, K-12,
trade unions/associations, State and local government, and government
workforce groups, as well as develop key partnerships with the Department of
Corrections to service the re-entry population, and with The Department of
Industrial Relations-Division of Apprenticeship Standards and the Department of
Labor;

Implement an apprenticeship program that will include participation across City
departments to ensure stated goals are met Citywide;

Actively promote to and enroll eligible candidates from the City’s WSC and YSC
programs.
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Per WSDD-178, the Local WDB must follow the guidelines in CUIC Section 14230(e),
which include conducting the WIOA-funded apprenticeship programs and pre-
apprenticeship training “in coordination with one or more apprenticeship programs
approved by the Division of Apprenticeship Standards for the occupation and
geographic area.” Additionally, a policy must be developed regarding “fostering
collaboration between community colleges and approved apprenticeship programs in
the geographic area to provide pre-apprenticeship training, apprenticeship training, and
continuing education in apprenticeable occupations through the approved
apprenticeship programs.”

Furthermore, per CUIC Section 14230(e), WIOA-funded apprenticeships and pre-
apprenticeship training must, “to the maximum extent feasible,” align with and follow
MC3, and work to increase representation of women in pre-apprenticeship training.

WSDD - 178 also notes that Local WDBs “must establish the following:

e WIOA funded programs are operated in coordination with at least one DIR-DAS
approved apprentice program in the relevant geographic area for the relevant
apprenticeable occupation.

e WIOA funded pre-apprenticeship training in the building and construction trades
utilizes the MC3 curriculum.

e Pre-apprenticeship program operators funded with WIOA have a plan detailing,
in writing, how they will conduct outreach to and ensure the retention of women
in the pre-apprenticeship program.”

Local WDBS are also required by WSDD — 178 to:

e Retain a list of all programs they work with, noting which ones are WIOA-funded
and “who the relevant DIR-DAS approved apprentice programs are for the
relevant geographic area and occupations, and the manner in which the WIOA
funded apprentice and pre-apprentice programs are coordinating with the
relevant programs”;

e Retain “a copy of all written outreach and retention plans developed to meet the
statutory and policy mandates detailed in this policy directive. Local Boards may
be required to submit the foregoing information as part of their Local Plans and
any future High-Performance Board Certifications.”

The Department of Labor (DOL) Employment and Training Administration (ETA)
encourages the workforce system to use WIOA funds to support Registered
Apprenticeships. WIOA Title | funds can be used to support Registered Apprenticeship
(RA) programs in following ways:

e Individual Training Accounts (ITA) — RA sponsors are able to use ITA funds to
support the education portion (i.e., related instruction component) of the
registered apprenticeship for eligible apprentices.

e On-the-Job Training (OJT) — WIOA expands the potential for utilizing OJT to
support RA. Unlike the related instruction component, the OJT is supported by
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contract, not an ITA. In certain circumstances, up to 75 percent of the
apprentices’ wages may be reimbursed by the public workforce system
contributions if the employer meet criteria for a designated period of time.

e Customized Training — Local WDBs can support RA program sponsors and
apprentices through customized training agreement.

e Contracted Classes for Training Cohort for Related Instruction — In certain
circumstances a Local WDBs may contract with ETP to train a cohort of
apprentices in in-demand industry sectors or occupations instead of an ITA. The
grantees must ensure that contracts with training providers, including for profit
training providers, meet the procurement standards found in the Uniform
Guidance.

e Supportive Services — WIOA funds can provide for variety of supportive services
for apprentices, including books, supplies, childcare, transportation, tools and
uniform.

REFERENCES

WSDD-178 on http://www.edd.ca.gov/Jobs_and_Training/pubs/wsdd-178.pdf
Senate Bill 342 (H.B. Jackson, Chapter 507, Statutes of 2015)

e WIOA, Public Law 113-128

e California Unemployment Insurance Code Section 14230(e)

e Assembly Bill (AB) 554, Chapter 499, Statutes of 2011

e AB 2288, Chapter 692, Statutes of 2016

e Title 8 regulations, California Apprenticeship Council, Chapter 2, “Subchapter 1.
Apprenticeship” (Sections 200-242.6), at https://www.dir.ca.qgov/t8/ch2sbl.html
(Note: Sections 204, 211, 214, 216, 217, 219, 220 through 223, 225 [Article 8],
226, 231.1 through 231.4, 233, 234, and 242 [Article 12] have been repealed)

e Department of Labor, https://www.dol.gov/apprenticeship/

Adopted PY 18-19) (Revised PY 20-21)
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Assignment of WorkSource and YouthSource Center
Agreements Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

Contractors must immediately inform the City of any facts that may materially affect their
contract performance. Contractors shall not transfer their agreement to another entity
without prior City approval. If there is a need to replace a contractor, specific
procedures will be followed as described herein.

PROCEDURES

Contractors must immediately provide the City written notice of any facts that may
materially affect the performance of their agreements or impact the City’s decision to
continue an agreement with the Contractor. Among the items to be disclosed are
negotiations leading to the sale, merger or acquisition of the Contractor. Contractor may
not assign, delegate, or transfer their agreements, nor assign or transfer any right,
interest or obligation in their agreements, including the right to payment, without the
prior written consent of the City.

When any City Workforce Innovation and Opportunity Act (WIOA) funded WorkSource
or YouthSource Center operator proposes to assign their agreement to another
organization due to sale, acquisition or merger, the Department shall submit to the
Workforce Development Board (WDB) a recommendation as to whether or not to accept
said assignment.

If the Department and/or WDB do not approve the contractor’s request to assign their
agreement or when any City WIOA WorkSource or YouthSource Center operator:

o Proposes to assign their agreement to another organization for reasons not
stated above,

o Fails to meet certification requirements, or
o Proposes termination of their agreement for any other reason,

The Department shall submit to the WDB a recommendation whether to continue
WorkSource or YouthSource Center operations at the specified location.

If the WDB agrees to continue operations at the specified location, the selection of the
replacement operator shall be made based on the established Replacement Operator
Policy.

The Department shall maintain a list of qualified replacement operators based on
proposers to the WorkSource and YouthSource Requests for Proposals (RFP) who
attained a predefined passing score. The list shall remain in effect for the same term as
the underlying RFP.

(Adopted PY 11-12) (Revised PY20-21)
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Authorization to Work Verification Requirements

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

This policy provides the guidance and establishes the procedures regarding verifying
authorization to work and making services accessible to all populations.

BACKGROUND:

The federal procedures for verifying an individual’s authorization to work are included in
Title 8 CFR, Section 274a.2. This section specifies that the requirements published in the
USCIS Form 1-9, Employment Eligibility Verification, are to be used in verifying and
documenting that an individual is authorized to work in the United States.

In 1993, the passage of SB 733 created a state-imposed eligibility requirement for WIOA
and Wagner-Peyser Act (WPA) services. The law required verification of an individual’s
citizenship status or authorization to work in the U.S. prior to providing employment
services. Additionally, it required America’s Job Center of CaliforniaSM (AJCC) locations
to publicly post that only U.S. citizens and those authorized to work in the U.S. could
receive services.

In 2016, Governor Brown signed AB 2532, which repealed these requirements.
Therefore, California no longer has a state requirement to verify authorization to work.
Additionally, there is no work authorization verification requirement in WIOA. However,
the federal Immigration Reform and Control Act requires employers to verify a job
seeker’s authorization to work documents prior to employment. At the same time, federal
immigration regulations authorize state employment agencies to verify authorization to
work (Title 8 CFR Section 274a.6).

Generally, WIOA participants receive job referrals during their period of participation in a
program. Additionally, at times Local Areas are the employer of record or coordinating
services concurrently with an employer. In these instances, an individual cannot
participate unless they can provide documentation verifying their right to work in the U.S.
For these reasons, this Policy provides guidance on verification of authorization to work
documents, including which services require verification, when to ask, and where to refer
individuals for additional services. This policy also provides a pathway to services for
those individuals who do not possess authorization to work documents. The WDB seeks
to prohibit discrimination and make workforce services accessible to all populations.
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DEFINITIONS

Self-Service Basic Career Services — an individual independently uses services at an
AJCC with minimal or no staff assistance (e.g., self-service labor market research, job
Search, use of AJCC resource room, referral to a partner program, etc.). Self-service
also includes staff establishing access to CalJOBSSM for an individual or looking up a
password. Individuals using self-services only do not count toward performance
measures.

Basic Career Services — an individual requires an assessment by a Staff member of the
individual's skills, education, or career objectives (e.g. Initial Assessment, proficiency
testing, etc.).

Individualized Career Services — an individual receives WIOA-funded services that are
appropriate for them to obtain or retain employment (e.g., development of an Individual
Employment Plan, English as a second language services, work experience, etc.).

Training Services — an individual receives services that include WIOA-funded training
(e.g. Occupational skills training, on-the-job training, skills upgrading and retraining)
and/or support and coaching.

POLICY AND PROCEDURES

Authorization to work verification is not required for Basic Career Services that are self-
service or information-only activities. For customers who receive self-service or
information-only activities, only demographic information is collected and reported.

WorkSource and YouthSource Center staff providing WIOA employment services must
verify an individual’s authorization to work in accordance with the requirements of the
USCIS Form [-9, Employment Eligibility Verification. As specified in Form 1-9, staff must
accept as evidence of employment authorization, any of the documents listed on the last
page of Form 1-9 (https://www.uscis.qoVv/i-9). Individuals may present any List A
document or a combination of a List B and a List C document. Additional guidance and
information on acceptable documents can be found at https://www.uscis.gov/i-9-
central/acceptable-documents. When verifying authorization to work, staff must retain
either hard copies or scanned copies of the individual’s Form [-9 documents. One-Stop
operator staff are also required to scan authorization to work documents into CalJOBS.
Scanning documents into CalJOBS facilitates a one-time verification process should an
individual visit a different America’s Job Center of CaliforniaSM (AJCC).

Any documents that One-Stop operator staff use to verify right to work must be kept
current throughout an individual’s period of participation in a WIOA program. The period
of participation refers to the period of time beginning when an individual becomes a
participant and ending on the participant’s date of exit from the program. Exit generally
occurs when a participant has not received services for 90 days and has no additional
services scheduled. One-Stop operator staff should make note of any right to work
documents that are soon to expire, and follow-up with participants to obtain updated
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documents. If right to work documents expire during program participation One-Stop
operators may face disallowed costs for any services provided after expiration of right to
work documents as eligibility is no longer current. One-Stop operators may not use any
expired document to verify right to work. Possessing authorization to work documents is
not only critical for individuals to participate in workforce and training programs, but to
fully integrate into society and the local economy. Often vulnerable populations who are
legally authorized to work in the United States such as the homeless, ex-offenders, and
transient youth lack physical copies of authorization to work documents due to various
circumstances. One-Stop operators are strongly encouraged to enroll such individuals
and use supportive services to help the individual obtain authorization to work
documents. Supportive services such as legal aid are available to participants enrolled in
Basic Career, Individualized Career, or Training services. For participants enrolled in
Training services, supportive services may include needs related payments to help cover
the cost of obtaining or renewing authorization to work documents.

Staff will also not need to verify the citizenship or authorization to work status for an
individual receiving WPA services (alone). If an individual is co-enrolled in WPA and
WIOA services at the time of determination for WIOA individualized career or training
services, staff should follow the WIOA procedures outlined above. Staff may not require
Ul claimants to present I-9 documentation in order to receive EDD reemployment
services. As a result, Ul claimants do not need to bring photo identification or
employment authorization documentation to RESEA, 1AW, or PJSA appointments. Since
the EDD Ul Branch has already verified a claimant’s right to work during the benefit
eligibility process, it is sufficient for RESEA, 1AW, and PJSA attendees to establish their
identity and attendance through self-attestation. As long as the claimant’s stated name
matches the name staff has for the appointment, identity is considered to have been
verified. This process will ensure maximum participation and avoid turning away
individuals who do not have photo identification with them at the time.

PUBLIC NOTIFICATION

Because individuals may receive employment services and services from other partners
in an AJCC without first providing their right to work documents, One-Stop operators
should remove any public notices that state employment services are available only to
individuals who are U.S. citizens or legally authorized to work in the United States.
Posting such signs may discourage individuals who are legally entitled to services from
entering an AJCC.
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REFERENCES

e Title 20 Code of Federal Regulations (CFR) “Workforce Innovation and
Opportunity Act (WIOA), Final Rule”, Sections 677.150, 680.900, and
680.910

e Title 8 Code of Federal Regulations (CFR) “Verification of Identity and
Employment Authorization” Part 274a.6

e Workforce Innovation and Opportunity Act (WIOA) (Public Law 113-128),
Section 188(a)(5)

e USCIS Form I-9, Employment Eligibility Verification
e Senate Bill (SB) 733 (Russell), Chapter 819, Statutes of 1993
e Assembly Bill (AB) 2532 (Chiu), Chapter 759, Statutes of 2016

e Workforce Services Directive WSD-18-03 Subject: “Pathway To Services,
Referral, And Enrollment” (August 29, 2018)

e Training and Employment Guidance Letter (TEGL) 19-16, Guidance on Services
Provided through the Adult and Dislocated under the Workforce Innovation and
Opportunity Act (WIOA) and the Wagner-Peyser Act Employment Service (ES),
as amended by title 11l of WIOA, and for Implementation of the WIOA Final Rules
(March 1, 2017)

e Training and Employment Guidance Letter (TEGL) 10-16 Change 1,
Performance Accountability Guidance for WIOA Title I, Title I, Title 1l and Title
IV Core Programs (August 23, 2017)

(Adopted PY 14-15) (Revised PY 22-23)
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Budget Submission Guidelines

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

This policy provides guidance and requirements for the preparation and submission of
contractor budgets.

BACKGROUND

A budget is an expenditure plan created to forecast any anticipated transactions. It
identifies planned expenditures and provides estimated costs for those expenditures.
The purpose of the budget is to ensure an organization’s success by providing a
framework within which management develops and implements financial plans
necessary to achieve both long-term and short-term contract goals.

Financial control is achieved by carefully monitoring the budget in comparison to actual
expenditures during the term of the contract. The financial control enables fiscal
managers to assess whether the organization is operating within planned parameters.

POLICIES & PROCEDURES

The Workforce Innovation and Opportunity Act (WIOA) Formula, LA RISE and County
of Los Angeles Youth@work programs each have various funding streams; therefore, a
budget must be prepared for each funding stream. However, a single budget may be all
that is required for some of the special programs, which may be either Discretionary
Grant funds or possibly even private funds.

There are basic guidelines applied to the Formula programs that require compliance by
its recipients. The requirements are as follows:

e A four percent Administrative cap on all three streams

e With the advent of Senate Bill (SB) 734, there is a mandated training set-aside
except for the Youth.

e Additional guidelines may be stipulated by EWDD depending on the program.

e State of California required a minimum percentage of Formula Adult and
Dislocated Worker, not including Youth, funds be spent on training services. A
portion of this amount may be met by using leveraged resources (no more than
ten percent) This amount must be reported to the State each year.

The program analyst is instrumental in calculating what the WorkSource Centers must
set-aside from their budget, including what they can leverage, in order for EWDD to
meet this requirement. The program analyst verifies this calculation as a percentage of
the budget.
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SUBMISSION PROCEDURES

Initial Submission

The initial budget for the Program Year (PY), which traditionally runs from July 1 to June
30, should be submitted to an assigned Program/Budget Analyst for review no later than
July 31 in order to ensure that the agency has an approved budget in place by August
31. As mentioned in the Overview, an agency may be paid for the first month of the PY
as long as their contract has been executed. However, expenses incurred after August
31, cannot be reimbursed without an approved budget.

Contractors are required to use current budget templates provided by the program
analyst. Any budgets submitted using old templates will not be reviewed. In addition to
the five budget forms, support documentation for the budgeted items will need to be
submitted to the program analyst. This includes but is not limited to; facility and
equipment leases, salary ranges, position descriptions, organizational chart, personnel
handbook(s), telephone, insurance, utility bills, and maintenance or janitorial service
statements. Bonus and Incentive payments are not allowable under the City’s WIOA
grant program.

The Spending Plan should be used to implement a realistic future cash needs and
should not reflect the funding allocation divided by twelve months or longer, depending
on the term of the contract. When utilized appropriately, the spending plan can serve as
a safeguard against prematurely exhausting the funding allocation prior to the end of the
contract term.

While some of the expenditures such as cost of the lease are usually fixed and can be
allocated equally over the contract term, there are other costs that should either be paid
upfront or may vary at specific period(s) during the program term. Other costs are
estimated by reviewing the history of actual expenditures by line item in past years, and
considering fluctuations in program activity levels, implementation of new initiatives,
along with various other anticipated operational and funding changes such as reduced
or increased funding, new policies and procedures, application of Workforce
Development Board (WDB) priorities and staff changes.

If furniture and equipment purchases are being requested, bids and technical
specifications need to be submitted to the program analyst for approval prior to
purchase. Should the cost of the furniture or equipment purchase exceed $4,999 in
single unit cost, approval from the State of California Employment Development
Department (EDD) must be obtained prior to purchase. EWDD will make this request
on behalf of the Contractor.

If subcontractors are listed in the budget, then procurement documents and the signed
subcontracts themselves must also be submitted for review and approval. The
Procurement Policy in the appropriate PY Annual Plan for the City of Los Angeles
Workforce Development Board must be adhered to. Should an agency request a Return
on Investment (ROI), the procedures outlined in WDS Directive No. 12-13 (issued on
February 14, 2012) must be followed.
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Contractors may be paid for the first month of their contract without an approved budget
in place as long as they have an executed contract. In order to be paid for the remaining
term, a complete budget must be submitted by July 31 and be reviewed and approved
by the EWDD staff on or before August 31. A complete budget is made up of five
sections. They are the Summary, Detail, Schedule of Personnel, Spending Plan, and
Narrative.

Revisions

A budget may be revised within the PY with the consent of the program analyst. To
process a budget modification, the agency should provide the program analyst with the
request and the reason for the changes. Revisions should be kept to a minimum, and
the Contractor should consider the complexity of the intended modification and allow
ample time for analysis and approval. Supplemental documentation should also be
provided if required.

Final Submission

The final budget modification of the PY should be submitted to the program analyst no
later than the third quarter of the contract term, which is on March 31. This allows
ample time for the agency to project expenditures through the end of the contract term,
and for the Workforce Development Division to provide the Financial Management
Division (FMD) an approved budget with which to process invoices. Modifications may
only be submitted after that deadline due to unforeseeable circumstances, and at the
discretion of EWDD management.

REVIEW PROCESS

All budgets should be submitted electronically. Once the budgets are submitted the
program analyst will review the documentation for completeness to ensure that all five
budget forms have been submitted. A thorough analysis begins at this point to validate
the mathematical calculations. Each budget must reflect the specific funding amount
and term of the contract. The budget forms are in Excel format and are linked to each
other.

The narrative section of the budget form is used as supporting documentation to
validate the dollar figures presented and to describe the specific line items. Agencies
are encouraged to provide as much information as possible in the narrative. If the
program analyst is unclear about what a line item represents, or how a calculation was
derived, they may need to contact the agency via e-mail or phone, which could cause
potential delays in the approval of the budget.

Traditionally, the Schedule of Personnel is the highest percentage of the budget, so an
in-depth review of that form occurs. The position descriptions, organizational chart, and
salary range are matched against the Schedule to ensure accuracy. All positions listed
in the Schedule must have names attached to them. Any positions without names will
be made exceptions until filled.
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The Schedule is completed by:

e Employee’s monthly salary X the percentage of time they worked on the program
X the number of months they will work on the program.

e This equates to the Total City Share.

e The calculated salaries must be broken down into Program and/or Admin based
on the appropriate function of the position.

The Subtotal:

e Salaries of all employees are then multiplied by the Fringe Benefits Rate to
determine the Subtotal

o Fringe Benefits. When added together, this provides the Total Personnel
Costs.

o FICA, comprised of Medicare and Social Security, is set at 7.65%. The
program analyst may request proof of any of the Fringe Benefits
percentages.

The program analyst also verifies the calculations of the anticipated expenditures
reported in the Spending Plan Worksheet, Budget Summary, and the Budget Detail.
The program analyst will review each line item on the Detail page to verify that the item
indicated is allowable under grant regulations and that there is a need for the requested
amount. Any items that cannot be verified at the time of initial review will be made
temporary exceptions and noted as such.

If there are issues with the budget or the letter itself, the budget coordinator will meet
with the analyst for clarification or return the budget package to the program analyst for
correction. The entire budget process is tracked from analyst review to distribution in the
Coordinator Budget Tracking Report system for YouthSource, WorkSource, and Special
Project contracts.

APPROVAL/DISTRIBUTION PROCESS

Once the review is complete, the program analyst will prepare a budget approval letter
addressed to the Executive Director of the agency and submit the complete budget
package on behalf of the contractor for the budget coordinator to review. After the
approval of the budget package by the budget coordinator, the Workforce Development
Director will provide final approval. An electronic copy of the approved budget will be
emailed to the agencies Executive Director.

(Adopted PY 21-22)
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CalJOBSSM Correction Reguest Form (CCRF) Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

This policy provides guidance and establishes the procedures regarding the CalJOBSSM
Correction Request Form (CCRF). Separate forms have been developed for
WorkSource and YouthSource Centers. All WorkSource and YouthSource Centers are
required to use their respective CCRFs to enable participant data to be changed or
updated in the CalJOBS system.

BACKGROUND

WIOA Title | Adult, Dislocated Worker, Youth, National Dislocated Worker Grant
Subrecipients, and Employment Development Department (EDD) Workforce Services
Branch (WSB) staff are required to report participant information via the CalJOBSSM
system. Managers, staff, and LA City Management Information System (MIS)
Administrators have the ability to change active participant data. After 30 calendar
days, the CalJOBSSM system does not allow certain areas of the participant record to be
changed or updated by managers, staff, or LA City MIS Administrators. The CCRF is a
tool to be used to correct data key entry errors and other circumstances that are beyond
the control of staff.

POLICY

The CCREF is intended to maintain data integrity, promote consistent and accurate data
in the DOL Quarterly and Annual reports, and enable performance to be properly
calculated.

Data within the program application cannot be updated or changed once the individual
becomes a participant in the program. It is the staff’'s responsibility to ensure that all
application data is accurate prior to enrolling an individual. The only time a program
application can be updated is when additional program eligibility is being determined.
Only new data associated to that program eligibility can be added to the application.

WorkSource/YouthSource Centers, LA City MIS and WSB staff must ensure records are
updated within 30 calendar days of the activity’s Projected End Date/Scheduled Date to
avoid a “System Closed” completion status. Once the activity becomes “System
Closed,” the data cannot be changed or updated. Activities with a “System Closed”
status are included in performance calculations.

A participant’s application is system-exited after 90 calendar days of inactivity across all
programs within CalJOBSSM, and when no new activity has been scheduled for the
participant in CalJOBSSM. If services (except post-program/follow-up services) need to
be provided to an applicant who has been system-exited, the application intake process
will have their new enroliment counted separately in performance calculations.
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If any data needs to be added or changed after 30 days, the CCRF must be completed
and submitted to the LA City MIS Administrator. Any requests associated with data
beyond 90 days will be reviewed on a case-by-case basis and may not be approved.

The State Program Reporting and Analysis Unit (PRAU) will review the request and
analyze the overall impact of the proposed change, especially with respect to current
WIOA performance outcomes. Each request will be considered on a case-by-case
basis contingent upon the detailed reasons listed, and the supporting documentation
provided. If additional information is required, the PRAU will email the requestor for
clarification. The requestor must reply to the PRAU message within seven calendar
days, or the request may be denied. The reply must include the entire email stream and
all attachments.

If the CCRF is approved, the PRAU will make the request changes and respond to the
WSB office or the LA City MIS Administrator. It is the requestor’s responsibility to verify
that the changes made by the PRAU are accurate. If the CCRF is denied, the PRAU
will notify the LA City MIS Administrator or WSB office and explain the reason(s) for the
denial.

PROCEDURE
The CCRF requires: 1) Participant Information; 2) Requestor Information; 3)
WorkSource Center Information; 4) Reason for Correction

Participant Information
This section of the form includes: Participant Name; User ID; Date; State ID; WIOA App
Number; and Last 4 Digits SSN.

Requestor Information
This section of the form includes: Requested By; Phone Number; Email Address.

WorkSource Center Information
This section of the form lists all WorkSource Centers and also includes: 1) Other Office
Location; 2) Program.

Reason For Correction
Ample space is provided to describe or detail the reason or reasons for data correction.

Complete all data fields and make sure that a participant’s full Social Security Number is
not included. Any request without a detailed reason or explanation as to why the
change needs to occur will be denied. All applicable documentation must accompany
the request.
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REFERENCES
e WIOA (Public Law 113-128)

e Department of Labor (DOL) Training and Employment Guidance Letter (TEGL) 10-
16, Change 1 Performance Accountability Guidance for Workforce Innovation and
Opportunity Act (WIOA) Title I, Title Il, Title Ill, and Title IV core Programs

e EDD Directive WSD 18-02, Data Change Request Form

(Adopted PY 19-20) (Revised PY 20-21)
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Cash Advance Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

This policy provides the requirements to receive cash advances from the Economic and
Workforce Development Department (EWDD).

BACKGROUND

The Uniform Guidance 2 CFR 200.305, Subpart D, states that payment methods must
minimize the time elapsing between the transfer of funds and the disbursement of
funds. In order to be allowed to receive cash advances, a subrecipient must be able to
demonstrate that it meets the financial management system standards as set forth in
the Uniform Guidance.

POLICIES & PROCEDURES
Requirements:

A subrecipient receiving awards from the City will not automatically be allowed to
receive cash advances. To receive cash advances, a subrecipient must submit a
written request to EWDD’s Financial Management Division (FMD) and meet the
following conditions:

e Satisfactory cash management review by FMD;
e Satisfactory risk assessment by EWDD-FMD; and

e Submission of a Special Bank Account Agreement signed by the subrecipient
and the bank where cash advances will be deposited.

A separate depository account for cash advances is not required. However, the
subrecipient must be able to account for the receipt, obligation, and expenditure of
funds.

Cash advances must be deposited and maintained in insured and interest-bearing bank
accounts. Interest earned on cash advances is considered must be reported on the
monthly Expenditure Report and returned to the City quarterly and with the final
closeout report.

Cash Advance Payments

Subrecipients who have been approved for cash advance payments may request for an
initial cash advance payment to cover the first month of the contract period.
Subsequent cash advance requests will only be allowed with an approved budget.

A request for cash advance is limited to cover the subrecipient’s anticipated cash needs
of not more than one month and may be submitted to FMD on the 20" day of each
month.
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Cash advances may be disallowed, withheld or reduced under the following conditions:

Cash advance request is not in accordance with the approved Spending Plan
and no explanation or justification was provided for the discrepancy;

Delinquent submission of required financial reports — i.e., Expenditure Reports
(ER) and supporting schedules and/or supporting documentation (requested by
FMD Auditor), attachments, General Ledger (GL), GL and ER reconciliation
report, etc.;

Subrecipient has fiscal monitoring review and/or audit findings related to cash
management controls;

Delinquent Single Audit report;
Expired insurance coverage;

Grant only allows cost reimbursements (e.g., LA County grants, Gang Injunction
Curfew Settlement, Prison to Employment Initiative — P2E);

A “specific condition” was imposed as a result of serious and/or repeated fiscal
review and/or audit findings;

Outstanding refund due to disallowed costs;
High risk assessment during EWDD’s risk assessment process; and/or
Other special conditions.

If the subrecipient is determined to be in violation of requirements, EWDD may rescind
the cash advance approval and place the subrecipient on cost reimbursement method
of payment.

1 See Uniform Guidance 2 CFR 200.208 - Specific Conditions and 200.339 — Remedies for Non-
Compliance.
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REFERENCES

WIOA (Public Law 113-128)

Office of Management and Budget (OMB), Title 2 Code of Federal Regulations
(CFR) Part 200: “Uniform Administrative Requirements, Costs Principles, and
Audit Requirements for Federal Awards” (Uniform Guidance)

Office of Management and Budget (OMB), Title 2 Code of Federal Regulations
(CFR) Part 200.305 “Payment” (Uniform Guidance)

Office of Management and Budget (OMB), 2 CFR 200.302, Financial
Management

Office of Management and Budget (OMB), 2 CFR 200.303, Internal Controls.
City Contract, Section 801, Defaults
City Contract, Section 404 (B), Program Income

(Adopted PY 19-20) (Revised PY 21-22)
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Certification Policy and Procedures

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

Certification of WorkSource and YouthSource general contractors (henceforth known as
contractors) by the Workforce Development Board (WDB) requires they be successful in
meeting annual contract performance goals.

PROCEDURES

Certification Guidelines

Contractors shall be certified by the WDB, on an annual basis, through a formal
performance evaluation.

The WDB shall not fund any organization as a contractor that is not certified.

If a contractor has its certification revoked, their agreement with the City will be allowed
to expire at the end of the program year (typically June 30), unless extenuating
circumstances, as identified by the Department, support an earlier termination date. The
intent of this guideline is to allow for the uninterrupted provision of services to customers
that are actively participating in the program.

Extenuating circumstances that could result in the immediate termination of an
agreement may include, but are not limited to, poor performance, or confirmed
organizational findings of fraud and abuse.

In the event a contractor fails to meet certification standards, Department staff shall
prepare a report to the WDB regarding the impact of contract termination on the
community, together with recommendations to either terminate services or identify a
replacement center operator.

A contractor may appeal the denial of certification. An Appeals Board shall be
established in accordance with the Workforce Investment Board-Local Elected Official
(WDB-LEO) agreement to hear such appeals.

The Department shall present certification recommendations to the WDB Policy and
Oversight and Executive Committees, prior to convening an appeals hearing.

If the WDB agrees to continue operations at the specified location, the selection of the
replacement operator shall be made based on the established Replacement Operator
Policy.

The Department shall, at all times, maintain a list of qualified replacement operators.
Proposers to the WorkSource and YouthSource Request for Proposals (RFP) who
attain a passing score shall be placed on the qualified operator replacement list for that
program. The list shall be established for the same term as the underlying RFP.
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A de-funded contractor will be removed from any existing list of qualified replacement
center operators and may only be reinstated through a future competitive bid process.

Performance Evaluation

Evaluations will be conducted annually at the completion of the program vyear,
evaluating results for the entire 12 months. Additionally, a Six-Month progress report will
be prepared.

Contractors will be evaluated in four categories:

. Customer Satisfaction
° Performance Outcomes
. Customer Flow

e  Administrative Capability (Financial, Human Resources & Organizational
Effectiveness)

Success rates for performance measures compare actual performance with
performance goals. Generally, success rates are expressed as a percentage and are
computed by dividing actual performance by the performance goal.

The Department may develop criteria to recognize outstanding performance.

Evaluation results, including any outstanding performance and administrative issues
related to WSC/YSC operators, and certification recommendations will be compiled by
the Department and presented to the appropriate WDB Committee(s) following the end
of the program year.

Local Certification

At minimum, a contractor must attain 80 percent or more of each measure within the
Annual Performance Evaluation. A contractor not attaining an 80 percent success rate
shall provide a corrective action plan. A Contractor that fails to attain an 80 percent
success rate for the same measure within the Performance Outcomes category for two
consecutive annual evaluations may have its certification revoked.

State Certification

In accordance with WIOA Section 121(g), Local Boards must conduct an independent
and objective evaluation of the AJCCs in their Local Areas once every three years using
criteria and procedures established by the State Board. The most recent AJCC
certification process was conducted during Program Year (PY) 2020-21 and took effect
for PY 2021-22.
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Annual Performance Evaluation Measures - Measures may include, but are not
limited to:

1. Satisfaction
Measure WorkSource | YouthSource
a. Customer Satisfaction (intercept/telephone) X X
b. Exiter Satisfaction (telephone) X
2. Outcomes (Products & Services)
a. Employment Rate (WSC)/ Employment/Education Rate X X
(YSC) 2" Quarter after exit
b. Employment Rate (WSC)/ Employment/Education Rate X X
(YSC) 4th Quarter after exit
c. Median Earnings 2" Quarter after exit X X
d. Attainment of a Postsecondary Credential, or secondary X X
school diploma (or equivalent) if employed/in education or
training for postsecondary credential.
e. Measurable Skills Gains X X
3. Flow (Customers Served)
a. Number of Enrolled and/or Exited Customers (including Hard X X
to Serve Adults for WorkSource)
b. Percentage of Out-of-School Youth Served X
c. Number of Employer Customers X
d. Number of walk-in customers (served through system of X
support, not enrolled in WIOA)
e. Total number of youth receiving educational assessments X
from the PSA Counselor
f. As implemented by the LAUSD PSA Counselors, a system X
goal for the number of out-of-school youth meeting with PSA
Counselors who return to school
g. Minimum number of enrollments by December 31. X X
4. Administrative Capability/Annual Plan Priorities
a. Assessment of contractor administrative practices related to X X
work performance, timeliness, and financial processes.
b. Assessment of fiscal capability, including any audit issues. X X
c. Expenditure of a minimum 42% of funding on training (may X
include up to an amount equal to 14% of funding in approved
leveraged resources)
e d. Expenditure of a minimum 23% of funding on Work ° e X
Experience

(Adopt PY 04-05)
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Conflict of Interest Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

The City’s Agreement(s) and Directives prohibit Contractors from allowing employees
who work in a decision-making capacity from engaging in any activity, including
participation in the selection, award, or administration of a sub-grant or contract where
there is a conflict of interest, either real or perceived. Additionally, no employees shall
be allowed to be members of its Board of Directors if the employee receives any
financial benefit from the City Agreement. This policy applies to all funded programs of
the Economic and Workforce Development Department (EWDD).

BACKGROUND

EWDD is funded by several grant sources, each with different regulations related to
prohibiting conflicts of interest. The City is required to apply conflict of interest laws
cumulatively, meaning the strictest law is what controls a given situation.

All Contractors are required to ensure that none of its directors, officers, employees, or
agents shall participate in selecting, or administrating any sub-contract supported (in
whole or in part) by City funds (regardless of source) where such person is a director,
officer, employee or agent of the subcontractor; or where the selection of subcontractors
is or has the appearance of being motivated by a desire for personal gain for
themselves or others such as family business, etc.; or where such person knows or
should have known that:

1. A member of such person’s immediate family, or domestic partner or
organization has a financial interest in the subcontract; or

2. The subcontractor is someone with whom such person has or is
negotiating any prospective employment; or

3. The participation of such person would be prohibited by the California
Political Reform Act, California Government Code 887100 et seq. if such
person were a public officer, because such person would have a “financial
or other interest” in the subcontract.

4. Definitions:

a. The term “immediate family” includes but is not limited to domestic
partner and/or those persons related by blood or marriage, such as
husband, wife, father, mother, brother, sister, son, daughter, father-
in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law,
daughter-in-law.
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b. The term “financial or other interest” includes but is not limited to:

e Any direct or indirect financial interest in the specific
contract, including a commission or fee, a share of the
proceeds, prospect of a promotion or of future employment,
a profit, or any other form of financial reward.

e Any of the following interests in the subcontractor ownership:
partnership interest or other beneficial interest of five percent
or more; ownership of five percent or more of the stock;
employment in a managerial capacity; or membership on the
board of directors or governing body.

e A subcontract is any agreement entered into by Contractor
for the purchase of goods or services with any funds
provided by this Agreement.

5. Minutes of Board Meetings must reflect disclosure of transactions where
Board Members may have had a direct or indirect interest/benefit in the
action.

6. No director, officer, employee (or agent) of the Contractor may be on the
Board of Directors if they receive any financial benefit provided by any City
Agreement.

7. The Contractor further covenants that no officer, director, employee, or
agent shall solicit or accept gratuities, favors, anything of monetary value
from any actual or potential subcontractor, supplier, a party to a sub
agreement, (or persons who are otherwise in a position to benefit from the
actions of any officer, employee, or agent).

8. The Contractor shall not subcontract with a former director, officer, or
employee within a one-year period following the termination of the
relationship between said person and the Contractor.

PROCEDURES

All new contractors will be provided a copy of the City’s current Code of Conduct/Policy
on Conflict of Interest and required to adopt or provide documentation of compliance
with requirements of the City’s Code of Conduct via Board Resolution. City staff will
provide all new contractors with standardized Board Resolution forms that need to be
completed by the Contractor as part of conditions precedent to execution of a contract.
Upon discussion and adoption of the City’s Code of Conduct/Policy on Conflict of
Interest by the Board of Directors, the Contractor shall complete the required forms and
return them to their assigned program monitor for further review.

The City will not execute any Agreements and/or Amendments with Contractors where

an employee (an individual who is paid or receives any financial benefit from funds from
6-30



Year 23 Annual Plan PY 2022-23

Adopted Policies

the Agreement with the City), is a member of the Board of Directors. The Board
minutes must reflect this requirement.

All Contractors/Sub-Contractors are required to notify the City immediately upon
discovery that a potential conflict of interest situation exists or may come into existence
due to upcoming contractual/business dealings prior to each year’s execution of a new
City Agreement or Amendment.

If an existing or pending conflict of interest situation(s) is not brought to the attention of
the City prior to execution of the Agreement or Amendment, and subsequent audit or
monitoring visits determine that a conflict of interest does exist, the City will NOT
approve a Contractor/Sub-Contractor’s request for waiver/exception of the conflict of
interest. Further, the City will question and may disallow any and all costs associated
with the conflict of interest.

All exceptions/waivers to conflicts of interest that have been previously granted must be
reviewed before execution of a new City funded Agreement or Amendment.

REFERENCES

EWDD WDS Directive No. 17-08 Policy on Conflict of Interest or subsequent Directives
that are issued to supersede WDS Directive No. 17-08,

§x STANDARD PROVISIONS, subsection “x”. The section and/or subsection number
may vary dependent on program; Refer to “Conflict of Interest” in table of contents
within EWDD Contract.

Political Reform Act — Gov. Code Section 87100 et seq Conflict of Interest

(Adopted PY14-15) (Revised: PY 20-21)
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Contract Execution Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

This policy provides guidelines for the execution of Workforce Development System
(WDS) contracts.

BACKGROUND

The Workforce Development Board (WDB), along with the City Council and the Mayor
develop the WDB Annual Plan. The Annual Plan outlines how the City will deliver
services and meet workforce development needs through the WDS. The WDS requires
over 200 contracts and amendments be executed throughout the program year.

PROCEDURES

The WDS will make its best effort to execute contracts within 60 days of final approval
from the Workforce Development Board (WDB), City Council, and/or Mayor, whichever
occurs last. The WDS will track the contract execution cycle, and report to the WDB any
contracts that do not meet this standard.

Contractors shall submit to the Economic and Workforce Development Department
(EWDD) all documentation required for contract execution, including signature pages,
within 10 working days following issuance of their final contract package. Contractors
must provide timely notification of their inability to meet any deadlines to EWDD'’s
Contract Unit and their assigned program analyst.

Adopted (PY 17-18) (Revised PY 20-21)
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Criminal Record Restrictions and Impact Based on Race and
Nationality Policy

EFFECTIVE DATE: July 1, 2022

POLICY

This policy provides guidance for employers and agencies within the City of Los
Angeles Workforce Development System regarding services to clients with criminal
histories.

BACKGROUND

In recent decades, the number of Americans who have had contact with the criminal
justice system has drastically increased. In California, it is estimated that about one in
four adults now has a criminal history record which often consists of an arrest that did
not lead to conviction, a conviction without incarceration, or a conviction for a non-
violent crime. Because of this increase, racial and ethnic disparities have arisen, which
may be reflected in incarceration rates, as well as in other criminal history records.
Federal and state programs have devoted significant resources to reducing barriers to
employment of people with criminal records in an effort to also increase public safety.

POLICY AND PROCEDURES

Employers and agencies within the City of Los Angeles Workforce Development
System should be aware of federal antidiscrimination laws if they choose to rely on job
applicants’ criminal history records to help assess potential risk to employees,
customers, and business assets. Hiring policies and practices that exclude
individuals with criminal records may conflict with laws which prohibit intentional
discrimination on the basis of race, national origin, or other protected groups, and
policies or practices that have a disparate impact on these protected groups and
cannot be justified as job related and consistent with business necessity.

Policies that exclude individuals from employment or other services based on the
existence of a criminal history record, and do not take into account the age and
nature of an offense, or the relationship of the record to the specific job duties, are likely
to unjustifiably restrict the employment opportunities of individuals with conviction
histories and, due to racial and ethnic disparities in the criminal justice system, are likely
to violate federal antidiscrimination law.

Accordingly, employers and agencies should carefully consider their legal obligations
before adopting such policies. Covered entities may also wish to direct employers to
the Equal Employment Opportunity Commission’s (EEOC) Reentry Myth Buster
http://www.eeoc.gov/eeoc/interagency/reentry _council.cfm that clarifies an arrest or
conviction record will not automatically bar individuals from employment.

The nondiscrimination provisions that apply to the federally-assisted workforce system
prohibit:
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e Disparate treatment - intentionally treating members of protected groups
differently based on their protected status.

e Disparate impact - the use of policies or practices that are neutral on their
face but have a disproportionate impact on members of protected groups
and are not job related and consistent with business necessity.

Title VII of the Civil Rights Act of 1964, as amended applies to employers with 15 or
more employees, and prohibits employment discrimination based on race, color,
religion, sex, or national origin. Title VII also contains provisions that specifically
address employment agency activities. Entities within the public workforce system like
One-Stop Career Centers may be regarded as “employment agencies” under the law
and are not permitted to:

e Print, publish, or cause to be printed, any job announcement that
discriminates based on race, color, religion, sex, or national origin unless
there is a bona fide occupational qualification (BFOQ) for a preference based
on religion, sex, or national origin. For example, for airline pilots, mandatory
retirement age requirements were allowed because safety was the primary
concern and airlines could show that older pilots were significantly less safe
once they reached a certain age.

e Refuse to refer an individual for employment or otherwise to discriminate
against any individual based on race, color, religion, sex, or national origin.

e The EEOC, the federal agency that administers and enforces Title VII,
has issued guidance on the use of arrest and conviction records in
employment decisions. Based on this guidance:

An employer’s neutral policy (e.g., excluding applicants from employment based on
certain criminal conduct) may disproportionately impact some individuals protected.

Local Laws
The City of Los Angeles adopted an ordinance restricting employers from asking a job
applicant about his or her criminal history during the application process.

Under the ordinance, private employers with at least 10 employees are barred from
inquiring about a job applicant's criminal history until a conditional offer of employment
has been made.

The "Los Angeles Fair Chance Initiative for Hiring (Ban the Box)," was signed by Mayor
Eric Garcetti on Dec. 9, 2017, and went into effect on Jan. 22, 2017.

The City of Los Angeles Workforce Development Board, in conjunction with the Mayor’s
office, helped to fund the California Employers’ Fair Chance Hiring Toolkit designed to
help employers hire ex-offenders. A copy of this can be found at
http://www.rootandrebound.org/resources/ca-employers-fair-chance-hiring-toolkit/

(Adopted PY 14-15) (Revised PY 19-20)
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Definition of Demand Occupations Policy

EFFECTIVE DATE: July 1, 2022

BACKGROUND

Individual Training Account (ITA) training services made available to eligible adults and
dislocated workers must be directly linked to the employment opportunities either in the
local area or in another area to which the individual is willing to relocate. Local
Workforce Development Areas (LWDA) therefore need to identify “demand
occupations.” The demand occupations are subsequently used in determining programs
of training services that lead to these employment opportunities. This policy provides
guidance to local board staff, America’s Job Center/WorkSource Provider staff and
One-Stop Partners in selecting appropriate training programs for customers of the
WIOA system.

POLICY

The term “in-demand industry sector” means: an industry sector that has a substantial
current or potential impact as a result of the high number of job openings or fastest
growing occupations within that sector in a given region. These types of jobs lead to
economic self-sufficiency and provide increased opportunities for advancement in the
state, regional, or local economy, as appropriate; fuel the growth and the stability of
feeder and other supporting businesses, as well as the growth of other industry sectors;
or an occupation that currently has or is projected to have a number of positions
(including positions that lead to economic self-sufficiency and opportunities for
advancement) in an industry sector, so as to have a significant impact on the state,
regional, or local economy.

The determination of whether an industry sector or occupation is in-demand shall be
made by the state or local board, as appropriate, using state and regional business and
labor market projections, including the use of Labor Market Information (LMI). This
information is available online at: www.labormarketinfo.edd.ca.gov

The following are additional sources defining Demand Occupations:

e Los Angeles Economic Development Corporation’s (LAEDC) economic research
at www.laedc.org http://www.laedc.org/;

e The U.S. Bureau of Labor Statistics website at www.bls.gov has available
information on occupations, annual and hourly wages, career tracks, etc.;

e The WDB may define targeted sectors as demand sectors;

e Other additional labor market resources may be used as long as the following
information is presented: a) justification of any determination that a particular job
is in a demand occupation; b) documentation of any steps taken in reaching that
determination; and c¢) documentation in the file of the particular customer for
whom such determination is made.

(Adopted PY 11-12) (Revised PY 18-19)
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Definition of Quality Jobs Policy

EFFECTIVE DATE: JULY 1, 2022
POLICY STATEMENT

This policy defines what constitutes a good job and aims to ensure that the distribution
of Workforce Innovation and Opportunity Act (WIOA) resources are directed and
informed based on job quality.

BACKGROUND

The City of Los Angeles Workforce Development Board (WDB) is committed to
developing collaborative strategies that embrace the principles of a high-road economy
— one that competes on the basis of innovation, quality, and high skills rather than low
wages, contingent employment, and low or no benefits.

The American Sustainable Business Council describes high-road employers in the
following manner, “High Road Employers see their employees, the communities within
which they operate, and the products and services they provide as equally critical
ingredients to their financial success. These companies hold a long-term perspective
and view the workplace as a vehicle to create significant business and social impact.
They reject low-road business models that exploit employees and disregard the
environment. High Road Employers know that their businesses have a far better chance
to thrive when they operate responsibly and their employees are compensated fairly for
meaningful work.”

It is critical that the WDB prioritizes the delivery of its workforce services to high-road
employers who offer good jobs. Good jobs are defined as those that include:

e Good wages and benefits.
e Support for ongoing skill training and employee advancement.

e Good work conditions (including paid sick days, paid family leave, and paid
medical or short-term disability leave).

e Adequate hours with predictable schedules that enable employees to meet their
family caregiving commitments

The WDB recognizes that not all jobs are good jobs. Low-road, low-quality jobs that do
not meet these standards for good jobs have high turnover rates, provide limited
opportunity for career advancement, and call into question the return on investment of
limited WIOA resources. There is a hidden cost to low wage work that is ultimately
borne by communities.
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The WDB will work with leaders in the employer and labor communities, including joint
apprenticeship and training committees, to develop information infrastructures that
produce strategic labor market analysis and needs assessment so that decisions on
training services are directed and informed on the basis of job quality.

PROCEDURES

Based on the good jobs definition and the goal of establishing a high road economy, the
WDB will implement the following:

1.

Prioritize funds to be used for work-based learning, on-the-job training,
incumbent worker training, and customized business services to those high-road
employers who offer quality jobs.

Set new standards for providing products and services to employers by
expanding partnerships with economic development agencies, local chambers of
commerce, the county labor federation and state building trades councils,
community organizations, and other associations that are building a sustainable
economy with broadly shared prosperity. Plans will incorporate collaboration
between employers and other stakeholders.

Identify opportunities for pilot projects that will help employers increase job
quality and productivity of the workforce.

Build new sector partnerships and strengthen existing partnerships with
employers to increase work-based learning experiences such as paid internships
and registered apprenticeships that provide job seekers with the skills and
credentials necessary to secure employment and advance in their jobs with
family-sustaining wages and benefits.

Work with employer and labor leaders to provide training and technical
assistance to representatives of organized labor and community organizations on
the WDB, including the sponsorship of annual meetings and/or conferences that
provide such training on their duties as Board and committee members. The
WDB will strive to give them the specific tools, including performance
accountability tools, they will need to help the Board implement a high road
workforce agenda.

(Adopted: PY 17-18)
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Definition of Substantial Layoff Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

This policy clarifies the definition of substantial layoff and provides guidance to
America’s Job Center/WorkSource Provider staff in determining eligibility for the
Dislocated Worker Program.

BACKGROUND

WIOA Section 3(15) defines the term dislocated worker and identifies the various
dislocated worker categories. The dislocated worker category relating to substantial
layoff is defined as an individual who:

“(B)(i) has been terminated or laid off, or has received a notice of termination or layoff,
from employment as a result of any permanent closure of, or any substantial layoff at, a
plant, facility, or enterprise; (ii) is employed at a facility at which the employer has made
a general announcement that such facility will close within 180 days; or (iii) for purposes
of eligibility to receive services other than training services described in section
134(c)(3), career services described in section 134(c)(2)(A)(xii), or supportive services,
is employed at a facility at which the employer has made a general announcement that
such facility will close.”

The WIOA regulations allow the local Workforce Development Boards to further define
“substantial layoff.”

POLICY

The term substantial layoff is defined as the layoff of at least 10 employees from a plant,
facility, military installation, or enterprise in a 30-day period.

PROCEDURE

This policy requires all City of Los Angeles WorkSource Center Operators to use the
definition when determining eligibility for individuals applying for the Dislocated Worker
program.

Documentation to verify substantial layoff includes, but is not limited to, WARN Notice
(Separation Notice) or a Letter of authorization from the State WIOA Administrative
Department.

Documenting and verifying the eligibility of participants in WIOA is mandatory. WIOA-
funded agencies must confirm eligibility requirements through an examination of
documents. Eligibility determination shall be made prior to enroliment in WIOA.

REFERENCES

WIOA Section 3 (15)

Final Regulations 680.120
Final Regulations 680.130

(Adopted PY 18-19) (Revised 21-22)
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Definition of Unlikely to Return Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

This policy clarifies the definition of “unlikely to return” to previous occupation or industry
from employment generally due to plant closures or downsizing and provides guidance
to America’'s Job Center/WorkSource Provider staff in determining eligibility for the
Dislocated Worker Program.

BACKGROUND

WIOA Section 3(15) defines the term dislocated worker and identifies the various
dislocated worker categories. The dislocated worker category relating to “unlikely to
return” is defined as an individual who:

1. has been terminated or laid off, or who has received a notice of termination or
layoff, from employment;

2. is eligible for or has exhausted an entitlement to unemployment compensation; or

3. has been employed for a duration sufficient to demonstrate, to the appropriate
entity at a one-stop center referred to in section 121(e), attachment to the
workforce, but is not eligible for unemployment compensation due to insufficient
earnings or having performed services for an employer that were not covered
under a State unemployment compensation law; and

4. is unlikely to return to a previous industry or occupation;

The WIOA regulations allow the local Workforce Development Boards to further define
“‘unlikely to return.”

POLICY

To be considered as unlikely to return to a previous industry or occupation, an individual
must meet at least one of the following criteria:

e Worked in a declining industry/occupation, as documented on State or locally
developed lists of such industries/occupations; or

e Has had a lack of job offers as documented by local EDD Workforce Services or
Unemployment Insurance staff, rejection letters from employers in the area, or
other documentation of unsuccessful efforts to obtain employment in the prior
industry/occupation; or,

e Is insufficiently educated, does not have the necessary skills or can no longer
meet the minimum requirements of jobs available in field or occupation (e.g., a
clerical worker without word processing skills) for reentry into the former
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industry/occupation, as documented through the assessment of the individual's
educational achievement, testing, or other suitable means; or

Has a physical limitation or an injury which limits the individual’s ability to perform
the job from which they were dislocated or other problems which would preclude
reentry into the former industry/occupation, as documented by a physician or
other professional (e.g., psychiatrist, psychiatric social worker, chiropractor, etc.);
or

Has a poor employment history indicating a reduced capacity or ability to be re-
employed in the former industry or occupation. Documentation to verify poor
employment history may include but is not limited to proof that:

o Employment has been limited to one or more part-time (20 hours per week
or less), or short-term (four months or less), jobs within the prior year,
which were for the income maintenance rather than a career path (i.e.,
employment in “dead-end” jobs, which would not prepare the individual for
permanent reemployment in the previous industry or occupation);

o Unemployment insurance and/or public assistance receipt in the prior
year, with little or no employment in interim periods, indicating a poor work
history; or

o Terminated or laid off due to mechanization (“to do or operate by
machinery, not by hand”).

Determination by the service provider staff that an individual’s likelihood of
returning to his/her previous industry or occupation is unlikely due to
circumstances that cause significant barriers to employment. Barriers to
employment include:

o Offender

o High school dropout

o Homeless

o Cultural or language barrier

o Older worker (Age 55+)

o Basic skills deficient

o Referred through the Worker Profiling and Reemployment System

Has exhausted Ul Benefits and has been unable to find a job in their previous
industry or occupation

Has been long term unemployed (12 weeks of the last 20 months) and has been
unable to find a job in their former industry or occupation

Needs additional assistance in order to retain employment leading to self-
sufficiency

Has a change in a family situation that requires higher income, includes a claim
of financial hardship supported by documentation. (e.g., pay stubs, bank
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statements, family or business financial records, tax documents, public benefits
award letters)

e Does not have a specific recall date from the employer of the qualifying
dislocation within 12 weeks of termination or layoff

e Is likely to enter a new job that is different structurally or organizationally than
their previous job.

e Is likely to enter a new job with lower seniority compared to their previous
position.

e Has a gap in employment that decreases their chances of returning to the same
level of occupation or type of job.

e Has limited employment opportunities in the occupation or industry within the
local area.

e Has adequate skills but lacks a credential required by most employers

e Has been actively seeking, but unable to find employment in their previous
industry or occupation for a period of 60 days or more

Layoffs/Major Dislocations

The City considers the negative economic conditions and the sudden economic impact
on industries that the nation is currently experiencing in cases like the current COVID-
19 outbreak when determining “unlikely to return to a previous industry or occupation.”
Individuals are unlikely to return to a previous industry or occupation during a major
economic catastrophic event when few job openings do not begin to offset the high
unemployment rates.

e Mass Layoff or Closure - Layoffs at one or more companies where the
dislocation from each company impacts 50 or more workers. If at least one
company has a large layoff of 50 or more workers, companies with smaller
layoffs may be included if the primary layoff caused or contributed to the smaller
layoffs.

e Industry-Wide Layoffs - Multiple company layoffs from companies in the same
industry, including layoffs of less than 50 workers.

e Community Impact - Multiple small dislocations (less than 50 employees)
occurring over a period of up to twelve months that have significantly increased
the total number of unemployed individuals in a designated regional or local
workforce area.

Unlikely to Return - Recently Separated Service Members

Recently separating service members who are within 48 months of discharge (other
than dishonorable) or release from active military, naval, or air service automatically
meet the dislocated worker requirement that the individual is unlikely to return to his or
her previous industry or occupation.

6-41



Year 23 Annual Plan PY 2022-23

Adopted Policies

Unlikely to Return — Military Spouses

A military spouse may be documented as “unlikely to return” if the spouse was required
to leave employment due to a result of a miltary member's transfer. These
circumstances do not position the spouse to return immediately to his/her previous
occupation or industry for the following reasons:

e Even if a spouse resumes employment with the same employer, the employment
is in a new location, and may not be the same structurally or organizationally as
in the prior location;

e When military spouses do get jobs in their new locations, they often start at lower
levels of seniority than the levels of their positions in their prior locations;

e There is frequently a gap in employment, which may lessen their likelihood of
returning to the same level of occupation or job;

e The spouse’s skills may be obsolete or inadequate to meet the advancing
competency needs of the current workforce and economy.

Agency staff may use one of the rationales listed above to indicate that the military
spouse is unlikely to return to their previous industry or occupation. As with all
documentation, if there is no documentary evidence from an official source, document
the failed attempts to obtain the documents, and then a Self-Attestation form may be
used.

WIOA-funded agencies may use one of the rationales listed above to indicate that a
farmworker or individual who worked seasonally is unlikely to return to their previous
industry or occupation.

PROCEDURE

This policy requires all City of Los Angeles WorkSource Center Operators use the
definition when determining eligibility for individuals applying for the Dislocated Worker
program.

Documentation to verify “unlikely to return” includes, but is not limited to, internet site
that indicates lack of industry occupation availability, insufficient skills or significant
wage variable; newspaper employment section that indicates lack of
industry/occupational availability; doctor's statement verifying applicant’s inability to
return to previous occupation/industry due to physical limitations; documentation of IAW
Profiling (WPRS); court records/telephone verification from Probation Officer;
documents listing age.

REFERENCES

WIOA 3(15)(A)(iii);

20CFR 680.660

(Adopted PY 18-19) (Revised PY 20-21)
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Definition of Youth Additional Assistance Policy

EFFECTIVE DATE: July 1, 2022

POLICY STATEMENT

This policy seeks to define and/or provide clarification on what constitutes as a youth
who requires additional assistance as described in the Workforce Innovation and
Opportunity Act (WIOA).

BACKGROUND

Under WIOA, no more than five percent of In-School (IS) youth enrolled in a given
program year may be found eligible based solely on meeting the criterion, “requires
additional assistance”. This limitation applies to IS youth enrolled on or after July 1,
2015.

Local Boards are responsible for establishing local definitions and eligibility
documentation requirements for “requires additional assistance” as it relates to both
Out-of-School (OS) and IS youth.

The City of Los Angeles Workforce Development Board shall define Additional
Assistance as an individual who meets one or more of the following:

1. Have repeated at least one secondary grade level or is are one year over age
for grade.

Have a core grade point average (GPA) of less than 1.5.

For each year of secondary education, are at least two semester credits behind
the rate required to graduate from high school.

Are emancipated youth.
Have aged out of foster care.

Are previous dropouts or have been suspended five or more times, or have
been expelled.

Have received court/agency referrals mandating school attendance.
Are deemed at risk of dropping out of school by a school official.

9. Have been referred to or are being treated by an agency for a substance abuse
related problem.

10. Have experienced recent traumatic events, are victims of abuse, or resides in
an abusive environment as documented by a school official or other qualified
professional.

11. Have serious emotional, medical, or psychological problems as documented by
a qualified professional.
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12. Have never held a job (applies to OS youth).

13. Have been fired from a job within the 12 months prior to application (applies to
OS youth).

14. Have never held a full-time job for more than 13 consecutive weeks (applies to
OS youth).

Documentation requirements will include a case note in the participant’s file indicating
the Additional Assistance category that applies and the participant’s situation related to
the Additional Assistance.

REFERENCES

WIOA Section 2: Purpose
WIOA Section 129:
Directive WSD17-07
TEGL 8-15 pg.5

(Adopted PY 07-08) (Revised PY 20-21)
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Definition of Youth Not Attending School Policy

EFFECTIVE DATE: JULY 1, 2022

POLICY STATEMENT
This policy provides clarification on the definition of a youth “not attending school.”

BACKGROUND

Under the Workforce Innovation and Opportunity Act (WIOA), at least 75 percent of
available youth funds are to be used for out-of-school youth. An out-of-school youth is
defined as an individual who is age 16 to 24 years, not attending any school (as defined
by State law), and meets one or more of the following conditions: a) an eligible youth
who is a school dropout; b) an eligible youth who is within the age of compulsory school
attendance, but has not attended school for at least the most recent complete school
year calendar quarter; c) an eligible youth who has either graduated from high school or
holds a GED, a secondary school diploma, or its equivalent who is low-income and is
either basic skills deficient or an English language learner; d) eligible youth subject to
the juvenile or adult justice system ; e) a homeless individual, homeless child or youth, a
runaway, in foster care or has aged out of the foster care system, a child eligible for
assistance under section 477 of the Social Security Act, or in an out-of-home
placement; f) an individual who is pregnant or parenting; g) a youth who is an individual
with a disability; or h) a low-income individual who requires additional assistance to
enter or complete an educational program or to secure or hold employment. [WIOA Sec.
129 (B)]

The WIOA regulations allow the local Workforce Development Boards to further define
“not attending school.”

Youth “Not Attending School”

1. A youth who is not attending a secondary or postsecondary school. In addition,
youth who are enrolled in the following programs would still be considered “not
attending school”:

a. WIOA Title Il Adult Education, YouthBuild Job Corps, high school
equivalency program, or dropout re-engagement programs.

i.  Youth attending high school equivalency programs funded by the
public K-12 school system, who are classified by the school system
as still enrolled in school, are an exception.

b. Non-credit bearing postsecondary classes only.

c. A charter school program that provides instruction exclusively in
partnership with WIOA, federally funded YouthBuild programs, federal Jo