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Introduction 
Section 184(a)(4) of the Workforce Innovation and Opportunity Act (WIOA) requires annual on-site 
monitoring of each local area within the state to ensure compliance with relevant federal regulations. 
DWD-DET takes a coordinated approach to monitoring that includes 24 objectives modeled after the 
United States Department of Labor Employment and Training Administration's (DOLETA) Core 
Monitoring Guide (August 2018), as well as a general review of program, fiscal, and data integrity.  
 
The following terms utilized in this report were identified in the United States Department of Labor's 
(USDOL) "Ten Steps to Developing an Effective State Monitoring System": 
 

Positive Practice: Used to highlight positive aspects of programs that may be shared with other 
WDBs to help improve their programs. 

 
Area of Concern: Administrative or management practices that do not represent instances of 
non-compliance, but could become compliance problems in the future, if not addressed. 

 
Finding: The identification of a specific Federal/State law, policy or procedure, or a local policy 
or procedure with which the WDB has failed to comply, that is serious enough to require 
corrective action. 

 
Corrective Action: Step(s) that are necessary to address Findings or Areas of Concern. It is the 
Department of Workforce Development-Division of Employment and Training's (DWD-DET) 
expectation that the WDB will develop a corrective action plan, as appropriate. 

 
Questioned Cost: A cost that is questioned by the auditor because of an audit finding: a) which 
resulted from a violation or possible violation of a statute, regulation, or the terms and 
conditions of a Federal award, including for funds used to match Federal funds; b) Where the 
costs, at the time of the audit, are not supported by adequate documentation; or c) Where the 
costs incurred appear unreasonable and do not reflect the actions a prudent person would take 
in the circumstances. (Note: an * in the Questioned Costs column in the Executive Summary 
indicates that there are still costs yet to be determined.) 
 

Additionally, the following terms utilized in this report are defined by DWD-DET as follows: 
 

Areas of Strength: An aspect of local area activities that is not necessarily innovative, but 
indicative of high quality WIOA execution, operationalization, and/or management. 

 
Technical Assistance Needs: Compliance areas that the coordinated monitoring team has 
identified as new, and/or where additional training needs to be provided to the local workforce 
development board. If not corrected/addressed, non-compliance will be identified in during the 
following monitoring cycle. 
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Report Follow-Up 
The WDB shall provide a response to this monitoring report that includes a corrective action plan 
addressing all required actions within 45 business days of the date this report is issued. 
 
Upon receiving the monitoring response and plan, DWD-DET will issue a response either accepting the 
plan and closing the report or requesting any further action within 45 business days. 
 
Consistent with DWD-DET Policy 1.2 Areas of Concern and Findings that appear in two or more 
consecutive monitoring reports for the WDA may be elevated to include one or more of the following: 

 Requirement of additional corrective actions  
 Areas of Concern escalated to Findings 
 Direct notification of specific issues provided to the Chief Elected Official for the WDA 
 Implementation of more frequent monitoring of WDB activities by DWD-DET 
 Mandatory DWD-DET provided technical assistance.   
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Detailed Report 
I. Positive Practices 

There are no Positive Practices identified in this report: 
 

II. Areas of Strength 
There are no Areas of Strength identified in this report. 
 

1. Objective 1-A: Planning & Program Design 
 

III. Technical Assistance Needs 
There are three Technical Assistance Needs identified in this report: 
 

1. Objective 1-B: Implementation – Participant Forms 
 
Condition: The following issues were observed regarding certain intake forms, and the practices 
used in collection of individual intake data:  
 Some files had uploaded drivers' licenses and Social Security cards, which were not marked 

"for administrative use only." 
 Files have both photocopied drivers' licenses and Social Security cards and a completed 

Document Verification Form. The processes are duplicative. 
 
Criteria: The following criteria apply: 
 Eligibility to work in the United States is documented with one verification source from List 

A of the I-9 Form, or one verification source from List B of the I-9 Form and one verification 
source from List C of the I-9 Form (WIOA Title I-A & I-B Policy & Procedure Manual, Ch. 
12.3.1, 12.4.1, and 12.5.1).   

 The WIOA Title I-A & I-B Policy & Procedure Manual, Ch. 12.2.6 requires that documents 
that are used to verify eligibility that can be photocopied must be marked "for 
administrative use only." 

 
Recommended Action: Review the forms and practices listed above and provide guidance to 
service providers on any updates to forms and practices. 

 
2. Objective 1-K: Data Integrity – Data Sharing 

Condition: One PIN had an email uploaded that contained a screen grab of the ASSET Services 
screen. This email was sent to the participant from the career planner.  
 
Criteria: The data sharing agreement in effect at the time of this did not clearly specify "screen 
scraping of this nature, however, the Data Sharing Agreement between DWD and SWWDB, that 
was effective May 2021 states in  Section V.A.2.d., "Screen-scraping or otherwise capturing DET 
Workforce Information for any purpose from on-line screens, including mainframe screens, is 
not permitted without prior approval of the DWD Data Steward." Future screen grabs of this 
nature could result in a finding. 
 
Corrective Action: Review and correct the PIN-specific items identified in Attachment A. Train 
staff regarding Data Sharing agreements. 
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3. Objective 3-A: Civil Rights, Complaints, Grievances & Incident Reporting 
 
Condition: WAVE evaluations conducted on SWWDB's websites identified ongoing accessibility 
issues for individuals with disabilities who use assistive technology to access website content.  
DWD-DET evaluation on 4.21.2020 revealed 0 critical errors but 16 contrast errors. As of 
11.13.2020, SWWDB reduced the number of contrast errors to 8. As of the date of this report, 
those 8 contrast errors remain. 
 
Criteria:  
29 CFR 38.15(a)(5)(i)(ii) and (iii).  WIOA-funded recipients and subrecipients must develop, 
procure, maintain, or use electronic and information technology, applications, or adaptations to 
ensure that the opportunities and benefits provided by the electronic and information 
technologies are provided to individuals with disabilities in an equally effective and equally 
integrated manner.  
29 CFR 38.13(b) requires all WIOA Title I financially assisted programs and activities make their 
programs accessible.  
 
Corrective Action: DWD-DET understands that SWWDB will re-design their website by 
06.30.2021 to address the remaining website accessibility identified barriers. SWWDB must 
provide technical assistance to subrecipients to make their websites accessible in compliance 
with Section 508 or W3C's (WCAG) 2.00 AA. 
 

IV. Areas of Concern 
There are Four Areas of Concern identified in this report: 
 

1. Objective 1-E: Participant Services – ASSET Data Entry   
 
Condition: 19 of 21 PINs reviewed, or 90%, had at least one data entry error. Although the 
errors were varied, and no consistent trends were observed, several PINs were opened with 
planned close dates up to 2 years or more in the future, effectively serving as placeholders. This 
practice can cause participants to remain in active status incorrectly. Details can be found in 
Attachment A. 
 
Criteria:   ASSET is the designated management information system (MIS) and official system of 
record for customer reporting and data collection for the WIOA Title I Adult, Dislocated Worker, 
and Youth Programs, where all information required for federal reporting purposes must be 
completely and accurately documented (DWD-DET's WIOA Titles I-A and I-B Policy & Procedure 
Manual (DWD-DET WIOA Manual), Chapter 12.2.4). The accuracy and completeness of ASSET 
data entry is also critical for the purposes of resource planning, monitoring/evaluation, and 
state and local program management. TEGLs 7-18 and 23-19 provide the most current federal 
guidance on data validation and performance reporting requirements. Additional guidance on 
ASSET data entry requirements can be found in the ASSET Users' Guide, ASSET technical bulletin 
series, Chapter 11: Performance Accountability and Reporting of Wisconsin's WIOA Titles I-A and 
I-B Policy & Procedure Manual, and the WIOA PY 2018-2019 Title I Performance Technical 
Assistance Guide. 
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Corrective Action:  Review and correct the PIN-specific items in Attachment A.   
 

2. Objective 1-E: Participant Services – Case Management 
 
Condition: 8 of 21 files, or 38% of the file sample, had an identified weakness in overall case 
management. In three of the files, there was limited contact or large gaps in contact with the 
participant. In five of the files it appears that supportive services would have benefited the 
participant based on assessments or participant statements, but none were offered.  
 
Criteria:   20 CFR 678.430 provides a description of basic WIOA Career Services, which include 
outreach, intake, and orientation to other services available through the one-stop delivery 
system, as well as the provision of referrals to partner programs.  WIOA Sec. 2 states that one of 
the intents of the WIOA legislation is to "increase, for individuals in the United States, 
particularly those individuals with barriers to employment, access to and opportunities for the 
employment, education, training, and support services they need to succeed."  
 
The June 2011 DOL Issue Brief titled Effective Case Management states, "Case management is 
an essential component of a customer centered workforce system." It additionally states that 
the following four components are essential to effective case management: "1. Direct customer 
service activities (assessment, career planning, coordination of supportive services, and job 
matching, placement, and follow-up); 2. Monitoring and documenting services and outcomes on 
a case-by-case basis; 3. Skilled case managers; and 4. Administration policies and practices and 
system infrastructures that support case managers and the case management function." 
 
The WIOA Title I-A & I-B Policy & Procedure Manual, Ch. 8.6 clarifies supportive services delivery 
and documentation for Adults and Dislocated Workers, while Ch. 10.5 covers supportive service 
provisions for Youth. 
 
Corrective Action: Review and correct the PIN-specific items in Attachment A.   
 

3. Objective 1-K: Data Integrity – Case File Documentation and Objective 3-A: Civil Rights, 
Complaints, Grievances, & Incident Reporting 
 
Condition: 12 of 21 PINs, or 57% of the file sample, were missing documentation of services 
listed in ASSET or were inconsistent with reporting in ASSET, were missing dates or signatures, 
or had errors on uploaded documentation. Three of nine PINS, or 33% of the EO file sample 
were missing the Babel Notice. 
 
Criteria: The accuracy and completeness of file documentation is critical for the purposes of 
federal reporting, resource planning, monitoring/evaluation, and state and local program 
management. The DWD-DET Guide to WIOA Title I-B Eligibility Determination and 
Documentation, WIOA Title I-B Adult and Dislocated Worker Programs Guide to Participant Case 
File Documentation, and WIOA Title I-B Youth Program Guide to Participant Case File 
Documentation and DWD-DET WIOA Manual, Chapter 12: File Documentation (which became 
effective on September 1, 2020, and has superseded previous guidance on this topic) were in 
effect at the time of this monitoring. 
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Income, particularly low-income status, is a federal reporting requirement that impacts 
negotiated levels of performance via the statistical adjustment model, impacts priority of service 
determinations for Adult program participants, and may impact eligibility determinations for 
Youth program participants.  The DWD-DET WIOA Manual, Income Guidance provides guidance 
on the types of income to count when calculating income for determining priority of service for 
the Adult program, eligibility for the Youth program, and economic self-sufficiency.  The DWD-
DET WIOA Manual, Low-Income Guidance provides guidance on what is required for a person to 
be considered low-income.  

 
29 CFR § 38.9 (g)(3) Recipients must include a Babel notice, indicating in the appropriate 
languages that language assistance is available in all communications of vital information and on 
information posted on websites.  
 
Corrective Action: Review and correct the PIN-specific items in Attachment A.   
 
Recipients are required to take reasonable steps to ensure that LEP individuals have meaningful 
access to their programs and activities. SWWDB must include the Babel notice in 
communications of vital information and on information posted on their websites. Participant 
files must show evidence that the Babel Notice was shared when communicating and sharing 
vital information. Submit a training plan to DWD-DWT with the response to this report to ensure 
SWWDB's career planners and staff are aware of this requirement. Note: Failure to include the 
Babel notice in the participant files may result in a finding in future monitoring. 
 

4. Objective 3-A: Civil Rights, Complaints, Grievances, & Incident Reporting 
 
DWD-DET reviewed documents for EO/CR Compliance and noticed the following:  
Condition 1: Documents containing an outdated EO/CR Assurance include:  
The Work Experience (WEX) agreement uploaded in SharePoint has a correct EO assurance, and 
it has a revision date of 2/19. The WEX agreements in three out of nine files reviewed appear to 
be a newer version, 8/19. DWD-DET did not see the EO assurance because only two out of nine 
pages were included and uploaded in ASSET. 
 
Criteria: DWD Policy 5.2 Assurance Requirements and 29 CFR § 38.25 require specific written 
assurance language in contracts, agreements, or applications.  
 
Corrective Action: SWWDB must submit the most recent version of the WEX agreement 
showing the updated assurance language. Train Career Planners to ensure that all pages of 
documents are properly uploaded into ASSET (including Babel Notices and all other required 
assurances).  
 
Condition 2: Seven out of nine PINs had Complaint Grievance Procedure Acknowledgements 
that include obsolete contact information for the EO Officer. Participants signed these 
acknowledgments between 07/01/2020 and 04/07/2021. The uploaded procedure in Share 
Point includes up-to-date EO Officer contact information. 
 
Criteria: 29 CFR § 38.29 (c) - Recipients' obligations regarding Equal Opportunity Officers.  
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Corrective Action: SWWDB must submit a revised version of the document, showing the 
updated EO Officer contact information.  
 
Condition 3: DWD-DET found documents with compliant EO/CR taglines, but some document's 
EO/CR taglines do not include language assistance verbiage for individuals with LEP needs. 
1. Grievance Information Form 
2. Complaint Grievance Procedure Acknowledgement revised 
3. Work Experience Internship Agreement (2/19) 
4. WIOA Application 
5. Rights and Responsibilities Document 
6. Disability Form 

 
Criteria: 29 CFR part 38.38(a); 29 CFR part 38.39; and 29 CFR part 38.40 contain guidance on 
developing EO taglines.  
 
Corrective Action: Incorporate the offer of language assistance into the EO tagline and 
accessibility statement. Submit revised versions of the outlined documents showing the updated 
EO tagline. 
 
Questioned Costs: None 

 
V. Findings 

There are 12 Findings identified in this report: 
 

1. Objective 1-C: Products & Deliverables – Timely Submissions  
 
Condition: Desk Review Survey items were not all uploaded to the SharePoint monitoring folder 
in a timely fashion. The Desk Review Tool had missing responses that were re-requested and not 
completed by the required deadline. As of the Monday that monitoring began, the 
Program/Governance and Fiscal submissions were complete but the EO was not. 
 
Criteria: WIOA Section 185(c)(1) states that each local Board receiving funds under WIOA "shall 
make readily accessible such reports concerning its operations and expenditures as shall be 
prescribed by the Secretary." The 2020-21 monitoring cover letter, schedule, guides, and other 
materials were emailed to all local WDBs on 4/30/2020. The cover letter states that "All WDBs 
are required to complete the Desk Review Survey and upload the completed documents with 
any/all required attachments to the monitoring SharePoint at least 20 business days prior to 
their respective on-site monitoring date."  

 
The WIOA Title I-A & Title I-B Policy & Procedure Manual, Ch. 1.4.11 states that any changes to 
the membership of the local WDB must be reported in writing to DWD-DET and provides seven 
items that must be included in that notification. 
 
Corrective Action: SWWDB must provide timely responses to future DWD-DET requests for 
information. 
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Questioned Costs: None 
 

2. Objective 1-E: Participant Services – Contact, Exit, and Follow-Up   
 
Condition:  12 of 21 PINs, or 57%, had at least one issue with participant contact frequency, an 
exit date not based on the last date of actual service, and/or issues with contact frequency.  
 
Criteria:   The applicable standards are as follows:  
 

1. Contact: SWWDB 2016-2020 Local Plan (Mod) states, "Contact shall be made monthly 
and documented in ASSET case notes. (Enclosure 4 – 5.3) Policy E-120-3 effective on 
3/31/2020 states that Adult and Dislocated Work participants are to be contacted 
monthly and Youth bi-weekly. 
 

2. Exit: 20 CFR § 677.150(c) provides the definition of "exit":  the last date of service, 
determined when 90 days have elapsed since the participant last received services and 
when there are no plans to provide future services.  It clarifies that services do not 
include self-service, information-only services, or follow-up services. 

 
3. Follow-Up:  DWD-DET's WIOA Manual, Section 10.5.3 (Descriptions of the 14 Youth 

Program Elements) states that all youth participants must be offered follow-up services 
for at least 12 months unless the youth declines them and that follow-up services must 
be reported in the "Manage Follow-ups" screen in ASSET.  20 CFR § 680.150(c) requires 
follow-up services to be made available for at least 12 months to participants to are 
placed in unsubsidized employment. 

Corrective Action: Review and correct the PIN-specific items in Attachment A.   
 
Questioned Costs: None 

 
3. Objective 1-E: Participant Services – Funding Supportive Services and Training 

 
Condition:  Five of 21 PINs, or 24%, lack documentation needed to support funding of training 
and/or supportive services. 
 
Criteria:  Documentation requirements for supportive services are described in DWD-DET's WIOA 
Manual, Section 10.4.1. 
 
Corrective Action: Review and correct the PIN-specific items in Attachment A.   
 
Questioned Costs: Full amount is yet to be determined. Known questioned costs are $4,416.00. 
See the PIN table for the specific costs questioned in each case. 

 
 
 
 

ENCLOSURE 5



2020-21 Monitoring Report:  
Page 11 of 49 

 
 

4. Objective 1-E: Participant Services – IEP/ISS 
 
Condition:  Two of 21 PINs, or 10%, had an issue with the IEP or ISS, specifically they had IEPs 
that were not signed or attested to by the participant.  
 
Criteria:  20 CFR 680.170 states that the Individual Employment Plan (IEP) for Adult and 
Dislocated Worker Programs is developed jointly by the participant and career planner, and is an 
ongoing strategy to identify employment goals, achievement objectives, and an appropriate 
combination of services for the participant to achieve the employment goals.  
 
Corrective Action: Review and correct the PIN-specific items in Attachment A.   
 
Questioned Costs: None 
 

5. Objective 1-E: Participant Services – Priority of Service 
 
Condition: Four of seven Adult Program PINs, or 57%, did not have documentation indicating 
that the participant was notified of their priority of service.  
 
Criteria: WIOA Title I-A & Title I-B Policy & Procedure Manual, Ch. 8.3.2.1 states, " Priority of 
service must be assessed at the time of eligibility determination, and participants must be 
informed if they are to receive priority." 
 
Corrective Action: Review and correct the PIN-specific items in Attachment A. 
 
Questioned Costs: None 

 
6. Objective 1-E: Participant Services – Program Eligibility   

 
Condition:  Seven of 21 PINs, or 33%, lack file documentation demonstrating that the participants 
were eligible for their programs.  Two are specific to Dislocated Worker eligibility, one is specific 
to Youth eligibility, and four do not have all required general eligibility documentation.   
 
Criteria:   The DWD-DET WIOA Manual, Section 8.2.1, sets forth the requirements for Adult 
program eligibility.   
 
The DWD-DET WIOA Manual, Section 8.2.2, sets forth the requirements for Dislocated Worker 
program eligibility.   
 
The DWD-DET WIOA Manual, Section 10.3, sets forth the requirements for Youth program 
eligibility.   
 
 
Corrective Action: Review and correct the PIN-specific items in Attachment A.   
 
Questioned Costs: Full amount is yet to be determined. Known questioned costs are $8,814.60. 
See the PIN table for the specific costs questioned in each case. 
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7. Objective 1-E: Participant Services – Youth Work Experience  
 
Condition: Four of the seven Youth PINs, or 57% of the Youth sample, had issues with Youth 
work experience, including a lack of documentation supporting an academic component to the 
Work Experiences. Other issues observed include a lack of monitoring of the Work Experience 
and the Work Experience not supporting the participant's career goal. 
 
Criteria: 20 CFR §681.600 requires that every youth work experience must include both 
academic and occupational education components (WIOA Title I-A & Title I-B Policy & Procedure 
Manual, Ch. 10.5.3). The academic and occupational education must be designed to provide 
participants with contextual learning that may occur concurrently or sequentially with the work 
experience and may occur inside or outside the worksite. Both the academic and occupational 
education components of a work experience must relate to the same specific job or 
occupational area. The work experience must be tied to the goals identified in an ISS.  

 
The WIOA Title I-A & I-B Policy & Procedure Manual, Ch. 12.6, provides additional guidance for 
ensuring that WIOA-funded work experiences are valuable and meaningful for the participant 
and the worksite while ensuring compliance with WIOA and related federal and state guidance.  
 
Corrective Action: Review and correct the PIN-specific items in Attachment A. 
 
Questioned Costs: Full amount is yet to be determined. Known questioned costs are $6,868.67. 
See the PIN table for the specific costs questioned in each case. 

 
8. Objective 1-G: Performance Management – Primary Indicators of Performance 

 
Condition:  Seven of 21 PINs, or 33%, had issues related to recording performance related 
information. This included participants who attained credentials that were not entered into 
ASSET, participants who had a Measurable Skill Gain (MSG) entered that may not have been 
earned, MSGs that were entered incorrectly, dates entered incorrectly for training, or 
supplemental data not collected/reported in ASSET. 
 
Criteria:   Sec. 116 of WIOA and 20 CFR § 677.155 require each core program to be assessed on 
the primary indicators of performance, including the Credential Attainment Rate and Measurable 
Skill Gain measures. 20 CFR § 677.205 indicates that each local area in a state is subject to the 
same primary indicators of performance for the core programs that apply to the State.  States are 
subject to financial sanctions if they fail to meet adjusted levels of performance for the primary 
indicators of performance (20 CFR § 677.180). The WIOA Performance Technical Assistance Guide 
(pp. 57-92) provides instructions on how to properly enter a Credential or Measurable Skills Gain 
into ASSET.  "At a minimum, WDBs must update participant information monthly to ensure 
monthly dashboards reflect accurate information (DWD-DET WIOA Manual, Section 11.14).” 
 
Corrective Action: Review and correct the PIN-specific items in Attachment A.   
 
Questioned Costs: None 
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9. Objective 1-G: Performance Management – Participation  

 
Condition: Nine of 21 PINs, or 43%, appeared to have an incorrect participation date. Four were 
Youth, three were Dislocated Worker, and two were Adult PINs. Issues include assessments 
being given prior to the completion of eligibility determination and incorrect ASSET service dates 
that impacted the participation date.   
 
Criteria: DWD-DET's WIOA Title I-A & I-B Policy & Procedure Manual, Chapter 10.4.1: Youth 
Enrollment Process Overview addresses the steps to Youth participation. TEGL 21-16 states that 
"the WIOA youth program design requires an objective assessment of academic levels, skill 
levels, and service needs of each participant, which includes a review of basic skills, occupational 
skills, prior work experience, employability, interests, aptitudes, supportive service needs, and 
developmental needs" (pg. 7).  
 
TEGL 10-16, Attachment 7 – Table A: Participant Level Services Chart WIOA Title I Adult, Title I 
Dislocated Worker, and Title III Employment Service Programs identifies both "Initial assessment 
of skill levels & supportive service needs" and "Comprehensive and specialized assessments" as 
participation-causing services. 
 
Corrective Action: Review and correct the PIN-specific items identified in Attachment A.  
 
Questioned Costs: Full amount is yet to be determined. Known questioned costs are $2,704. See 
the PIN table for the specific costs questioned in each case. 

 
10. Objective 1-K: Data Integrity – Case Notes  

 
Condition:  Three of 21 PINs, or 14%, had case notes entered more than ten days after the events 
they documented, one of which also had notes that were not sufficient to allow a reader to 
understand or evaluate service provision. 
 
Criteria:  The accuracy and completeness of file documentation and ASSET data entry is critical 
for the purposes of federal reporting, resource planning, monitoring/evaluation, and state and 
local program management. DWD-DET WIOA Manual, Section 12.2.5 states, "Effective case notes 
are objective, detailed, accurate, and timely. DWD-DET defines the timely entry of case notes as 
occurring within 10 calendar days from the date of the interaction being documented." 
 
Corrective Action: Review and correct the PIN-specific items identified in Attachment A.  
 
Questioned Costs: None 
 

11. Objective 1-K: Data Integrity – ESS Calculations  
 
Condition: Eight of fourteen PINs, or 57%, had ESS calculations that were either completed 
more than 30 days after eligibility determination or were not acknowledged by the participant. 
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Criteria:  DWD-DET WIOA Manual, Section 8.4.3.4, effective 10/24/19, requires an ESS calculation 
to be run within 30 days of the close of the Eligibility Determination service. 

 
Corrective Action: Review and correct the PIN-specific items identified in Attachment A.  

 
Questioned Costs: $3,040.00   
 
 

12. Objective 3-A: Civil Rights, Complaints, Grievances, & Incident Reporting 
 
Condition:  
 
Isue1: DWD-DET found three case notes disclosing medical and disability information.  
PIN # 1: 2434923; Note ID: 5745505 and 5769881  
PIN # 2: 456961; Note ID: 5726184 and 5797730  
PIN # 3: 2440400; Note ID: 5728319  
 
Issue 2: The following documents contain medical and disability information, were uploaded in 
ASSET, and were not marked as confidential:  
1. ASSET Printouts, (6/9).   
2. Career Roadmap, (1/9). 
3. Individual checklist. The form asks if the individual is hospitalized or institutionalized for 

medical reasons and whether he is handicapped physically or mentally (1/9). 
4. Youth Barrier Verification for WIOA Service, (5/9).  
 
Criteria: WIOA Title I-A & I-B Policy & Procedure Manual Chapter 12 File Documentation 
and 29 CFR § 38.41 - Collection and maintenance of equal opportunity data and other 
information requires that any medical or disability-related information obtained about a 
particular individual, including information that could lead to the disclosure of a disability, be 
collected on separate forms. Whether in hard copy, electronic, or both, such information must 
be maintained in one or more separate files, apart from any other information about the 
individual, and treated as confidential. These files, whether in hard copy or electronically 
maintained, must be locked or otherwise secured. DWD Policy 5.7 Collection and Maintenance 
of Medical and Disability-Related Information further details medical and disability information 
storage.  
 
Corrective Action: Review all PINs of WIOA participants served on or after July 1, 2020 (DWD-
DET will provide a WEBI report with a list of PINs to check). In ASSET, mark as confidential 
uploaded documents that contain disability and medical information. Develop or modify policies 
and procedures for staff to follow in collecting and maintaining disability and medical 
information.  
 
 
Questioned Costs: N/A 
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Attachment B: Itemized Checklist of Corrective Actions 
This section contains an itemized checklist of Corrective Actions for issues identified during monitoring 
not related to file review. 
 

 Review the forms and practices in Technical Assistance 1 and provide guidance to service 
providers on any updates to forms and practices. 

 Train staff regarding Data Sharing agreements. 
 SWWDB must provide technical assistance to subrecipients to make their websites accessible in 

compliance with Section 508 or W3C's (WCAG) 2.00 AA. 
 Incorporate the offer of language assistance to the EO tagline and accessibility statement. 

Submit revised versions of the outlined documents showing the updated EO tagline. 
 SWWDB must provide timely responses to future DWD-DET requests for information. 
 Review all PINs of WIOA participants served on July 1, 2020 (DWD-DET will provide a WEBI 

report with a list of PINs to check). In ASSET, mark as confidential uploaded documents that 
contain disability and medical information. Develop or modify policies and procedures for staff 
to follow in collecting and maintaining disability and medical information. 
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