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Presentation Goals

In this presentation, we will review:

• The Local Oversight/Monitoring Plan

• The methodology and procedure BWDA Oversight Services (OS) takes when monitoring 
case files

• Historically common monitoring findings

• Resources to prevent future and repeat monitoring findings

• How case file monitoring is performed through the online monitoring app in CWDS 2.0



Local Oversight/ 
Monitoring Plan
A  b r i e f  r e v i e w



Local Oversight / 
Monitoring Plan
W h a t  i s  i t ?

An oversight plan serves as a critical framework to 
demonstrate that the LWDB can effectively fulfill the 
requirements established in the grant agreement. The 
plan ensures that the LWDB can meet all such 
obligations on time and within cost constraints while 
clearly defining the purpose of performing its oversight 
responsibilities and activities. By addressing these 
aspects, the plan not only promotes accountability but 
also fosters operational alignment and compliance 
across all levels.
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Local Oversight / 
Monitoring Plan (cont.)

At a minimum, the local oversight plan 
must address:
• Oversight Process
• Risk Assessment

• Frequency of Monitoring
• Schedule and Timeline for the Current Program 

Year (PY) Monitoring

Conducting monitoring early in the 
program year allows for:
• Monitoring subrecipients in line with their assessed 

risk level.
• Ensuring entities can meet grant agreement 

requirements on time & within budget.

• Identifying noncompliance & providing technical 
assistance.

• Evaluating effectiveness of the local oversight 
processes.

• Providing required monitoring documentation to 
BWDA and ETA in a timely manner.
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OS Case File 
Monitoring
W h a t  i s  e m p h a s i z e d



OS Case File Monitoring

• Requires all WIOA, Wagner-Peyser, and Trade Adjustment Act participant, provider, 
employer, and financial data be recorded in the Commonwealth Workforce 
Development System (CWDS), the commonwealth’s system of record.

• The System of Record Policy must be reflected in the LWDB bylaws.

• It is recommended that the data be entered as soon as possible to ensure accuracy.

• Restrictions during the COVID-19 highlighted the importance of complete electronic 
case records.

S y s t e m  o f  Re c o rd  Po l i c y
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OS Case File Monitoring

• BWDA will monitor required 
documentation and conduct 
WIOA Adult and Dislocated 
Worker  program case file 
reviews for:

W I O A  A d u l t  a n d  D i s l o c a t e d  Wo r k e r   P r o g r a m  M o n i t o r i n g

8



Add a footer 9



OS Case File Monitoring

• BWDA will monitor required 
documentation and conduct 
WIOA Youth program case file 
reviews for:

W I O A  Yo u t h  P r o g r a m  M o n i t o r i n g
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OS Case File Monitoring
K e y  M o n i t o r i n g  P r o g r a m  Ye a r  M o n i t o r i n g  E m p h a s i s

Based on WIOA, the USDOLETA Core Monitoring Guide, PA L&I Policy and Workforce 
System Guidance, BWPO Guidance, and this 2024 Case File Monitoring Touchpoint, 

and the BWDA PY 2024 case file monitoring tools.

Emphasis On
Timely and complete 
data entry into the 
System of Record

Creation and maintenance 
of the IEP and ISS 

documents

Eligibility documentation 
and second 

level/supervisory review

Documented training, 
supportive service, 
needs-based, and 

incentive payments
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https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf
https://www.dol.gov/sites/dolgov/files/ETA/grants/pdfs/2018_Core_Monitoring_Guide.pdf
https://www.pa.gov/agencies/dli/resources/forms-and-documents/workforce-development/workforce-policies-and-forms.html
https://www.pa.gov/agencies/dli/resources/forms-and-documents/workforce-development/workforce-policies-and-forms.html
https://www.cwds.pa.gov/cwdsonline/HelpCenter
https://www.dli.pa.gov/Businesses/Workforce-Development/Pages/Resources.aspx


OS Case File Monitoring
C o m m o n  M o n i t o r i n g  F i n d i n g s

Historically Common Case File Monitoring Findings

Untimely, deficient, 
or incomplete case 

progress notes

Incomplete 
documentation for 

eligibility 
determinations

Incomplete 
Individual 

Employment Plan 
(IEP) and Individual 

Service Strategy 
(ISS) documents

Deficient 
supportive services 

documentation

Supervisory 
/Second Level 

Eligibility Review 
not properly 
documented
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OS Case File Monitoring
P r e v e n t i n g  F u t u r e  a n d  R e p e a t  F i n d i n g s

• Reference federal and state laws, regulations, policies and guidance.
• WIOA Section 129 – Mandates the use of funds for Youth Workforce 

Investment Activities
• WIOA Section 134 – Mandates the use of funds for Employment and 

Training Activities
• WSP No. 183-01 (Change 1), April 15, 2019 – Oversight and Monitoring 

policy
• WSP No. 03-2015, December 22, 2015 – This Financial Management Policy 

includes the Financial Management Guide, more commonly called the 
“FMG.”

• Regularly schedule reviews of local policies, procedures, trainings, and 
monitoring tools referencing BWDA policies and guidance.

• Protect Personally Identifiable Information (PII) and handle as 
required.
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https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf
https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf
https://www.pa.gov/content/dam/copapwp-pagov/en/dli/documents/businesses/workforce-development/documents/current-directives/wsp%20no.%20183-01%20c1.pdf
https://www.pa.gov/content/dam/copapwp-pagov/en/dli/documents/businesses/workforce-development/documents/current-directives/wsp%2003-2015.pdf
https://www.pa.gov/content/dam/copapwp-pagov/en/dli/documents/businesses/workforce-development/documents/current-directives/financial-management-guide-2021.pdf
https://www.dol.gov/agencies/eta/advisories/training-and-employment-guidance-letter-no-39-11


Using CWDS for 
Case File Monitoring
I m p l e m e n t i n g  t h e  N e w  F u n c t i o n a l i t y  



CWDS Case File Monitoring
H o w  t o  A c c e s s  t h e  C a s e  F i l e s  S e l e c t e d  f o r  R e v i e w

• To access the list of case files selected for review by 
the assigned analyst:

• The LWDB Staff must have the CWDS access role of AP-
OnlineMonitoringAdminLO

• Login to CWDS at www.cwds.pa.gov using “b-user” 
credentials

• On the CWDS 2.0 homepage, click on the “LWDB 
Monitoring” app to access the LWDB Monitoring Dashboard.

• For detailed instructions refer to the LWDB Accessing CWDS 
Job Aid in the CWDS Help Center
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http://www.cwds.pa.gov/
https://cwds.pa.gov/StaffOnline/HelpCenter
https://cwds.pa.gov/StaffOnline/HelpCenter


CWDS Case File 
Monitoring
H o w  t o  A c c e s s  t h e  C a s e  F i l e s  S e l e c t e d  
f o r  R e v i e w  ( c o n t . )

• On the LWDB Monitoring Dashboard:
1. Click on “Monitoring Activities”
2. Click on “Plans Search”
3. Click on the “PY 2024” plan name in 

the search results
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CWDS Case File 
Monitoring
H o w  t o  A c c e s s  t h e  C a s e  F i l e s  
S e l e c t e d  f o r  R e v i e w  ( c o n t . )

• On the Plans Search Results Screen:
4. Locate activity named “Document 

Request – 4B. Local Monitoring, 
One-Stop Operator, and 
Performance,” and click on the 
ellipses (⋮), then click on “View”
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CWDS Case File 
Monitoring
H o w  t o  A c c e s s  t h e  C a s e  F i l e s  
S e l e c t e d  f o r  R e v i e w  ( c o n t . )

• On the Plans Search Results 
Screen:

5. Click on the “Documents” 
Tab

6. Click on the “∨” for 
“Document Request: 1. 
Current Local Oversight 
Plan” to expand the list of 
uploaded documents.

7. Click on the file name for 
the list of case files 
uploaded by the analyst.
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CWDS Case File 
Monitoring
H o w  t o  A c c e s s  t h e  C a s e  F i l e s  
S e l e c t e d  f o r  R e v i e w  ( c o n t . )

• On your internet browser:
8. A popup notification appears the file is 

downloaded. Click file name to open.
9. The list of case files opens. This may be in 

MS Word or Adobe Reader, depending on 
the file format. This document will include 
any additional instructions and the date 
when any additional case file 
documentation is due to be uploaded.

If you have any  issues accessing the list of case files 
selected for review, please reach out to Oversight 
Services (ra-li-bwda-os@pa.gov)  or your assigned 
analyst.
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CWDS Case File Monitoring
W h a t  t o  u p l o a d  t o  C W D S  f o r  t h e  C a s e  F i l e  R e v i e w

• Gather your documentation for each participant. Please include only documentation 
that is NOT already available in CWDS. Some examples may include:

• Grievance and complaint procedure acknowledgement form
• Statement of Family Size/Family Income
• The Supervisory/Second-Level Review Form
• Supportive Service/Needs Related Payments/Incentive receipt forms signed/dated by the 

participant and staff.  
• OJT and ITA signed contracts and payment documentation.
• Any other WIOA documentation that is not in CWDS but necessary to conduct a case file 

review.

• Save the documents in a single file for each participant. Use the naming convention of 
[PID] – [Participant Last Name] – [Program]

 Example:  12345678 – Jones – WIOA OSY.pdf
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CWDS Case File Monitoring
H o w  t o  u p l o a d  t o  C W D S  f o r  t h e  C a s e  
F i l e  R e v i e w

1. Access the PY 2024 plan activity 
named “Document Request: 1. Current 
Local Oversight Plan” using steps 1 
through 7 for accessing the case file 
for review listed above.

2. Click on the “Add Documents” button. 
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CWDS Case File Monitoring
H o w  t o  u p l o a d  t o  C W D S  f o r  t h e  C a s e  
F i l e  R e v i e w ( c o n t . )

3. On the “Add Document(s)” pop up 
modal, click on the “Choose File(s)” 
button.

4. Access the file folder and select the 
file name for the participant you need 
to upload from the computer dialogue 
box and click “Open”
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CWDS Case File Monitoring
H o w  t o  u p l o a d  t o  C W D S  f o r  t h e  C a s e  
F i l e  R e v i e w ( c o n t . )
5. On the “Add Document(s)” pop-up 

modal, check to ensure the file you 
selected is there.

6. Click the “Upload File(s)” button on 
the pop-up modal.

7. Verify your case file documents have 
uploaded in CWDS.

If you have any  issues uploading case file 
documents for review, please reach out to 
Oversight Services (ra-li-bwda-os@pa.gov) 
or your assigned analyst.
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Thank you!
Greg Hart , Oversight Services 
Supervisor

ghart@pa.gov
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