Workforce Investment Field Instruction (WIFI) # 12-04

DATE:  

April 7, 2005

TO:   


Maryland Workforce Investment Act Grant Recipients

SUBJECT:      
WIA Participant Case Record Management

REFERENCE:
Findings of PY’03 WIA Data Element Validation

BACKGROUND

INFORMATION:
Over the past calendar quarter, all local Workforce Investment Areas were visited to conduct PY’03 WIA Data Element Validation.  In addition, U.S. Department Of Labor monitors visited the State to conduct a Compliance Review.

A significant finding of the PY’03 Data Validation project involved the condition of the case records in several areas.  In many instances, records were disorganized and in no particular order.  Case notes were either missing completely, kept in a separate file or failed to describe accounts of “quality” discussions between staff and customers.  In addition, the validation staff found two and three copies of the same document in many records.  This slowed the validation process and made it difficult to locate necessary documents.  These issues were also confirmed in the Federal Compliance Monitoring.  

Another key problem area involved missing records.  Approximately forty-seven records statewide were not available to the validation staff at the time of their initial visit.  Sixteen of those records were never located and, as a result, those records failed the Validation process.

The primary purpose of the most recent WIA Data Validation was to allow the USDOL to set benchmarks for future annual WIA Element Data Validations.  Beginning with PY’04 WIA Data Element Validation, the outcomes will count and poor performance could result in penalties to the system. Therefore, it is important to implement corrective measures immediately. 

ACTION TO

BE TAKEN:
Each local area must ensure that they develop a system to organize the information contained in participant records and that this information documents the services provided from the point of registration to the point of exit.  The attached record keeping format from Baltimore County is currently used to ensure that all of their records contain appropriate documents in an organized fashion.  Although you may want to develop your own format that is appropriate to the needs of your operation, each area is expected to develop a standardized format for use by their staff.

Regarding the issue of missing records, you are reminded that the record retention requirement is the current year plus the previous three years.  Each local WIA is responsible for storing records according to this schedule and must be able to produce those records when they appear in either a Data Validation or monitoring sample.  Records that are stored off premises must be easily retrievable within the time constraints of the project.

CONTACT

PERSON:

Dennis Lanahan (410) 767-2812

EFFECTIVE:
Immediately
Bernard L. Antkowiak

Assistant Secretary

Division of Workforce Development  

SAMPLE PARTICIPANT RECORD FORMAT (Baltimore County)

Customer files should be maintained in four section folders in the following order (#1 on top):

Left Section
Right Section

Left Side
Right Side
Left Side
Right Side

1. Customer’s Resume, or

MWE Resume, or

MWE Enrollment Form (include Veteran Enrollment form if applicable)
1. Agreement for Referral & Participation in Training/Follow-up Plan
1. Customer Profile Report (replaces the Service Record)
1. Individual Employment Plan

2. MWE Adult Eligibility Determination, Verification and Registration Form
2. Authorization to Release Information/Receipt of Equal Opportunity Policies and Grievance Procedures
2. Participant Satisfaction Phone Survey Questionnaire
2. Career Development Assessment

3. Priority of Service Determination Form (if applicable)
3. Center Use Agreement & Computer Use Agreement
3. Billing Authorization
3. Assessments

· Nelson-Denny

· WRAT-R2

· CAPS



4. Copies of verification documents
4. ETA 858 (if applicable)
4. Occupational Training Exception Request (if applicable)
4. Evidence of Job Search



5. Copy of Credential(s)




6. All other optional forms


