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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 brief review /
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Local Oversight /

Monitoring Plan
What is it?

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 Conducting monitoring early in the
must address: program year allows for:
Oversight Process Monitoring subrecipients in line with their assessed
Risk Assessment risk level.
Frequency of Monitoring Ensuring entities can meet grant agreement
requirements on time & within budget.
Schedule and Timeline for the Current Program o _ o _
Year (PY) Monitoring Identifying noncompliance & providing technical

assistance.

Evaluating effectiveness of the local oversight
processes.

Providing required monitoring documentatiqr\*: to
BWDA and ETA in a timely manner.
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OS Case File
Monitoring

What is emphasized
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OS Case File Monitoring

System of Record Policy

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.
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OS Case File Monitoring

WIOA Adult and Dislocated Worker

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

Program Monitoring

Eligibility Determinations
Electronic Individual Employment Plan (IEP)

Outreach, Intake, and Orientation

Initial Assessment of Skill Levels, Aptitudes,
Abilities, Barriers/Supportive Service Needs

Labor Exchange Services
Referrals/Coordination of Services

Labor Market Information

Eligible Training Provider and Training Program
Information

Assistance in Establishing Eligibility for Programs
of Financial Aid Assistance

Services to Obtain or Retain Employment

Interviewing and Evaluation to Identify
Employment Barriers and Establish Goals

Follow-Up Services

Information and Assistance Regarding Filing
Unemployment Compensation Claims

Availability of Information in Usable and
Understandable Formats

Secondary Supervisory Reviews for WIOA
Participants



[Adult and Dislocated Worker Participant File Review Tool fetetans and eligible spouse withi these groups receive priority
The LWDB is required to have a Prionty of Service policy which
Reviewed By: Today’s Date: must include any local discretionary priorities that will be
3 established in addition to the 3 statutory priority sroups.
1 | What is the participant's name (Last, First)? WIOA ELIGIBILITY  CWDS Help - WIOA Title I Adult Data Validation Checklist, WIOA Title I DW Data Validation Checklist
2 What 15 the participant’s ':_:WDS PID? _ _ _ 5 Is proof of age (18+)/date of birth documented in CWDS§? Yes No
3 At which PA CareerLink® office did the participant receive services? _ [} Is proof of citizenship/work eligibility documented in CWDS? WIOA §188(z)(5) Yes No
4 Under which WIOA program was the participant registered? Adult DW 7 Ts proof of Selective Service registration (for males born after Dec. 31, 1959) Yes No NA
WIOA - Adult Eligibility Requirements WIOQA - Dizlocated Worker Eligibility Requirements do ented in CWDS? )
WIOA §3 WIOA §3(15) — - - - - =
10CFRE663.110 20 CFR 680.130 8 IfDW: Is Proof of dislocation documented in CWDS? (NA if Adult) Yes No NA
WIOA §188(a)(3 WIOA §188(a)(5 9 Is proof of Veteran status or Spouse of Veteran status documented in CWDS? Yes Noe NA
WIOASIS WIOAS189 10 | Is proof of low-income documented in CWDS? Adult Only. *If the standardized Statement of | Yes Ne NA
1. Atleast 18 vears old at eligibility determination, and Be at least 18 years of age at eligibility determination, be authorized to Fa.nIJ)ilv %izeFamily Income form was nsed. it must be as a last resort and the eﬁ'eorts to obge.i:n pm;‘r:?n °
2 Authur_lzed to ‘FDﬂ': m_l‘he L_mted State 5 and work in U5, aud income prior to the use of the form be documented in CWDS case Progress notes.
3. Selective Service registration for required males. 1. Has b-eentarmmatad or laid off, or who has received a notice of Self Certification and Telephone/Document Inspection Verification
termination or layeff, from employment; or - — — 1 - = —
3. Tseligible for o has exhausted entitlement to uneraployment 11 Did staff v arlf) the participant’s disability status and do_cument the status in CWDS_’? Yes No I\_A
compensation (UIC);_or 12 Is there a literacy & numeracy assessment documented in CWDS to verify basic skills Yes No NA
3. Has been employed for a demonstrable period but is ineligible for deficiency? Adult Only.
Eﬁpﬁ:ﬁ?ﬁ"ﬁiﬁ;ﬁi; z;];:l:g gﬁrgf“seg?f:ﬂﬁv 13 | Was the Prionty of Service policy applied to this participant? Adult Only. Yes No NA
1o retum to the previous industry or occupation: or 14 Was a Secondary/Supervisory Review completed to verify WIOA eligibility? Yes No
4. Lostemployment from a permanent closure or substantial layoff; or EWDA email to all LWDEs dated April 27, 2012
5. Iz employed at a facility at which the employer has made a general NOTES:
announcement that the facility will close within 180 davs; or
6. Was self-employed and now unemploved because of local economic
conditions or a natural dizaster; or WIOA ENROLLMENT
é- %5 ib displaced hif:memakbe:r : °_me Armed F ctive duty, and 15 | What is the date of the WIOA eligibility determiation?
- 3 e Spouss of 8 MEmMDer o e Orces on acive 7, A1l - T i it - - - T
experienced loss of employment as a direct result of relocation or is 16 \‘.ﬁlat is the date tha_t the WIOA eligibility determmatlpn was documented in CWDS? _
unemploved, underemploved, and having difficulty findins 17 Is 1t documented (via a CWDS case progress note and/or a signed acknowledgement) that | Yes Neo
employment; and grievance and complaint procedures were provided to the participant?
9. Selective Service registration for required males. NOTES:
WIOA - Adult Income Requirements WIOA - Dislocated Worker Income Requirements
WIOA § 3(36)(A CWDS REGISTRATION
WIOAS3(S An mecome determination 1s not required for DW-eligible participants. 18 What is the participant’s CWDS registration status?
Tar QQCFP;, 663.640 1 " ~ (Full'Completa, Full Mot Complete, Partial, Incomplete, or Not Registerad)
F_a.r_ml}- income at or below 100% of poverty line or 70%% lower #\fay be a finding ifnot Full Complste Registration dus to ressons ofher than an i late SE1
}z_mg%dard; ired if individual ; Fthe Followi Workforce System Policy (WSF) No. 01-2013 (Change 1), Pennsvivania’s System of Record Policy (T).
m:tﬁ Eetnoteq icuEt meets one o orowing 19 [ If the participant’s CWDS registration 1s not “Full/Complete” status, which items are pending completion?
1 " Customer receives or is a member of 2 family that (Keystone ID creation, SSN, Work History. Education, Job Preferences, etc)
receives (currently or in the past six months) one of the
following: TANF, SNAP, SSL or other public 20 | Did a Secondary/Supervisory Review include the verification of participant CWDS Yes No
ESNStE-UDE_; or enrollment status? *Must be documented as an entry on the Supervisory/Second-Level Review Tool.
2. Foster Child; or Pennsyivamin’s System of Record Poiicy (I), BWDA e email to all LWDBs dated April 272012,
3. Homeless; or NOTES:
4. Receives or is eligible to receive free or reduced-price h
Iunch; or
3. Is deficient in basic skills. CARFEER SERVICES
. o i . WIOA §134(cH2WAMefines the minimum career services that a one-stop delivery system make available to WIOA Adult and DW participants.
Note: Customer with a disability may be considered a family of T -




OS Case File Monitoring

WIOA Youth Program Monitoring

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

Eligibility Determinations

Electronic Individual Service Strategy (ISS)

Assessments of Skill Levels, Barriers, and Service
Needs

Service Strategies for Career Pathways

Educational Goals and Services

Referrals/Coordination of Services

Labor Market Information

Eligible Training Provider and Training Program
Information

Assistance in Establishing Eligibility for Programs
of Financial Aid Assistance

Services to Obtain or Retain Employment

Interviewing and Evaluation to Identify
Employment Barriers and Establish Goals

Follow-Up Services

Secondary Supervisory Reviews for WIOA
Participants

The availability of the 14 Youth program
elements



Youth Participant File Review Tool

Reviewed By:

Today’s Date:

What 15 the participant's name (Last, First)?

What 15 the participant’s CWDS PID?

At which PA CareerLink® office did the participant receive services?

Under which WIOA program was the participant registered? WSP No. 03-2015 Dec 23, 2015

In-School Out-of-School

| [ |

Is the participant co-enrolled in 3 WIOA AdultDW program? Tes No

WIOA - ISY Eligibility Requirements
WIOA § 128@)}1NC)

A 14-21 years old at eligibility determination, and

B. Aftending or enrolled in secondary or for-credit postsecondary school
at eligibility determ ination, and

C. Low-Income, and

D. Atleast one of the following apply

Deficientin Basic Literacy Skills; or

Homeless, Runaway; or

In foster care or aged out of foster care; or

Pregnant Parenting; or

Offender; or

Haz 2 disability; or

An English language leamer; or

Bequires additional assistance to complete an education

program, of to secure of hold employment.

R -] O LA e b b e

WIOA - OSY Eligibility Requirements
WIOA § 129(z)(1)(B)

A 16-24 vears old at eligibility determination, and
B. Not attending/enrolled in secondary or for-credit postsecondary
school at elizibility determination™ and
C. At least one of the following apply:
1. School Dropout; or
2. Youth who (z) received HS Diploma/equivalent and (b) is
low-income and (c) 1s Deficient in Basic Literacy Skalls or is
an Englizh language leamer; or
3. FRequired to attend school but has not zttended for at least the
most recent complete school vear’s calendar quarter; or
Homeless or Runaway: or
In foster care or aged out of foster care; or
PregnantParenting; or
Subject to the juvenile or adult justice system; or
Has a disability; or
Requires additional assistance to complete an educational
program, or to secure and hold employment (must also meet
low-income requirements).

B Al

#*08Y customers can attend and/'or be enrelled n Title I Adult Ed,
Youth Build, Job Corps, high school equivalency programs, or
dropout re-engagement programs at eligibility determination.

WIOA - ISY Income Requirements
WIOA § 3(36)(A

A Family income at or below 100% of poverty line or T0%% lower living

standard or
B. Mests one of the following criteria
1. Customer receives or 1s a member of a family that receives
(currently or in the past six months) one of the following:
TANF, SNAP, S5I, or other public assistance; or

2. Foster Child; or

3. Homeless; or

4. Beceives or is eligible to receive free or reduced-price hunch;
or

5. Livesin a high poverty area (WIOA §139(a)(27).

WIOA - O5Y Income Requirements
WIOA § 3(36)(A

Low income required only if using C. 2. or C. 8. from the above list.

A Family income at or below 100% of poverty line o 70% lower
lving standard or
B. Meetz one of the followng critenia
1. Customer receives or is a member of a family that receives
(currently or in the past six months) one of the following:
TANF, SNAP, S5L, or other public assistance; or

1. Foster Child; or
3. Homeless; or
4. Peceives or is eligible to receive free or reduced-price hinch;

or
Lives in a hih poverty area (WIOA §129(=3(27).

Lh

Note: Customer with a dizability mav be considered family of one for

9 | OSY Only: Did staff verify that the participant 1s not enrolled in secondary or for-credit | Yes No NA
postsecondary school?
10 | Is proof of low-income documented in CWDS? #If the standardized Statement of Family Yes No
Size/Family Income form was used, it must be as a last resort and the efforts to obtain income prior to the use
of the form be documented m CWDS case progress notes.
Self Certification and Telephone/ Document Inspection Verification
11 | Is proof of a barner documented in CWDS? Yes No
{Basic literacy skills deficient, school dropout, homeless, runaway, foster child pregrant or parenting,
offender, dizability, or reguires additional assisiance)
12 | Is proof of Selective Service (males only) registration documented in CWDS? WIoAsIEs®) | Yes No NA
13 | Is proof of Veteran status or Spouse of Veteran status documented in CWDS? Yes No NA
14 | Was a Secondary/Supervisory Review completed to verify WIOA eligibility? Yes No
BWDA email to all LWDBs dated April 27, 2012
NOTES:
WIOA ENROLLMENT
15 | What 1s the date of the WIOA eligibility determination?
16 | What is the date that the WIOA eligibility determination was documented in CWDS?
17 | Is 1t documented (via a CWDS case progress note and/or a signed acknowledgement) that | Yes Ne
grievance and complaint procedures were provided to the participant?
NOTES:
CWDS REGISTRATION
18 | What is the participant’s CWDS registration status?
(Full'Complets, Full Mot Complate, Partial, Incomplets, or Mot Repisterad)
#lIzy be a finding 1f not Full 'Complate Razistration due to reasons other than an incomplate S5H*
Workforce System Policy (WSF) No. 01-2013 (Change 1), Permsyivania’s Sysiem of Record Policy (T).
19 | Ifthe participant’s CWDS registration is not “Full/Complete” status, which items are pending completion?
(Kevstone ID creation, 38N, Work History, Education, Job Preferences, etc.)
20 | Did a Secondary/Supervisory Review include the verification of participant CWDS Yes No
enrollment status? *Must be documented as an entry on the Supervisory/Second-Level Review Tool.
Pemmrvivania s Svstem of Record Policy (I), BWDA email to all LWDBs dated April 272012,
21 | Dud a Supervisory/Second-Level Review venfy: Yes No NA
*  the participant was provided with information about the full array of applicable or appropriate
services avallable through the LWDEB or other elimible providers or one-stop partners, and
+  the participant was referred to appropriate traming and educational programs that have the capacity
to serve the participant either on 2 sequential or concurrent basis.
*The above must be documented as an entry on the Supervisory/Second-Level Review Tool and via referrals,
case progress notes, &/or service entry(s) documented m CWDS.
WIOA §129(c3WA), TEGL No. 16-16, One-Stop Operations Guidance for the American Job Center
Network, BWDA email to all LWDBs dated April 27, 2012,
NOTES:

L OO SO ST R




OS Case File Monitoring

Key Monitoring Program Year Monitoring Emphasis

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 Creation and maintenance Eligibility documentation = Documented training,
data entry into the of the IEP and ISS and second supportive service,
System of Record documents level/supervisory review needs-based, and
incentive payments


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

W

OS Case File Monitoring

Common Monitoring Findings

Historically Common Case File Monitoring Findings

Incomplete :

Incomplete Individual >upervisory

Untimely, deficient, P . Deficient /Second Level
. documentation for Employment Plan . . s :

or incomplete case . .. supportive services  Eligibility Review
eligibility (IEP) and Individual .
progress notes . . documentation not properly
determinations Service Strategy
documented

(ISS) documents
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OS Case File Monitoring

Preventing Future and Repeat Findings

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 JES

monitoring tools referencing BWDA policies and guidance.

Protect Personally Identifiable Information (Pll) and handle as
required.

i
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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

pennsylvania

Using CWDS for
Case File Monitoring
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CWDS Case File Monitoring

How to Access the Case Files Selected for Review

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

N AN



http://www.cwds.pa.gov/
https://cwds.pa.gov/StaffOnline/HelpCenter
https://cwds.pa.gov/StaffOnline/HelpCenter

wlle Ccommonwealth Workforce
- Development System

CWDS Case File e
Monitoring

Monitoring Activities - (8|

Plans Search

How to Access the Case Files Selected A
for REV|eW (Cont.) : Plans Search 9

On the LWDB Monitoring Dashboard: s < p—

Contacts Search

Manage Meetings In Progress (1)
Reviewed by Reviewer (1)

1. Click on “Monitoring Activities”
2. Click on “Plans Search”

3. Click on the “PY 2024” plan name in
the search results

View More
Q acTivity

A. LWDB Membership List and
Documentation Review (3)

B. Business (3)

Section 1 - Procurement and Subcontract
(1)

Section 2 - LWDB Policies and Agreements
(1)

Section 4 - Sunshine Act (1)

Section 5 - LWDB Administrative Functions
(1)

Section 6 - Performance (1)

Section 7 - Fiscal Integrity (1)

Section 8 - Audit Requirements (1)

Section 9 - One-Stop Operator (1)

View More

& START DATE

HOME

a0 ¢l Plan Start Date v I

PY 2024

Activity: Section 1 = Procurement and Subcon
Administrative Functions, Section 6 - Perform:
Operator, Section 3 - Service Delivery, Docume
Request - 2. Policy &amp; Agreement and Sen
Document Request - 4A. Fiscal Integrity and A
| Start Date: 10/01/2024 | End Date: 09/30/20;

2025 LWDB Recertification

Activity: A. LWDB Membership List and Docurr
List and Documentation Review, B. Business, £
D. Education, E. Governmental &amp; Economi
Development, E. Governmental &amp; Econom
Members

| Start Date: 01/01/2025 | End Date: 03/14/20;

| o
eyl Plan Sta{Ddte v 1




CWDS Case File —

I8 Dashboard
Plan Details

[ ] [ ]
Monitering Activities >
M o n I l o r I n LWDE PLAN STATUS START DATE
Board Members & Lehigh Valley Workforce Development In Progress 10/1/2024

Contacts Search Board

H O W t 0 A C C e S S t h e C a S e F i I e S [EREE2 [ ZH e Monitoring Activities Summary

S e | e C t e d f 0 r R e V i e W ( C O n t ) ACTIVITY NAME RESULTS ~ STATUS DUE DATE ACTIONS
.
Section 1 - Procurement and Subcontract 0 In Progress 09/11/2025 .
:
O N t h e P | ans Se arc h Re Ssu |ts SC reen: Section 2 - LWDB Policies and Agreements 0 nProgess  00/11/2025 :
:
.
Section 3 - Service Delivery 0 New 09/11/2025 g
H
4 L t t e t d o D t Section 4 — Sunshine Act 0 New 09/11/2025 :
. OCate actlivity name ocumen :
Section 3 - LWDB Administrative Functions 0 New 09/11/2025 a2
. . .
Request —4B. Local Monitoring, S o
H
On e_Stop Op era tor an d Section 7 - Fiscal Integrity 0 New 09/11/2025 .
:
V4
. ! 1y :
) d I . k t h Section 8 - Audit Requirements 0 New 09/11/2025 :
‘ e r O r‘ ] ] an Ce’ a n C I C O n e Section 9 - One-Stop Operator 0 New 09/11/2025 o
:
i :), th lick on “View”
. Document Regquest - 1. Procurement and Subcontract 0 Pending Review 10/18/2024 :
ellipses (:), then click on Iew :
Document Request - 2. Policy & Agreement and Service Delivery 0 Pending Review 11/29/2024 g
H
Document Request - 3. Sunshine Act i} Pending Review 01/17/2025 H
H
Document Request - 4A_ Fiscal Integrity and Audits 0 Pending Review 03/21/2025 H
H
Document Request - 4B. Local Monitoring, One-Stop Operator, and Performance 0 Pending Review 73/21/2025 +
G=iew

™ h Upload Document

BACK




LWDE MONITORING

CWDS Case File [

Monitoring

How to Access the Case Files
Selected for Review (cont.)

On the Plans Search Results
Screen:

5.

6.

Monitoring Activities >

Board Members &
Contacts Search

Manage Meetings

Click on the “Documents”
Tab

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

Click on the file name for
the list of case files
uploaded by the analyst.

PY 2024 - Document Request - 4B. Local Monitoring, One-Stop Operator, and Performs

Please contact your assigned Oversight Services analyst for additional support and resources.

Question Documents Extensions Results

> Document Request: 8. LWDB Bylaw Update Request

» Document Request: 7. Current OSO Firewall Policy, If Applicable.

> Document Request: 6. Monitoring Tools Not Used To Monitor The Local Workforce System In PY 2024
> Document Request: 5. Monitoring Of The One-Stop Operator And Its Performance

> Document Request: 4. Certification Of Each PA CareerLink®

» Document Request: 3. Monitoring Of The WIOA Title | Program

> Document Request: 2. Current Completed Subrecipient Risk Assessment

v Document Request: 1. Current Local Oversight Plan

Description of Document Request

A copy of the local area’s current local oversight plan.

UPLOAD DATE FILE NAME / URL UPLOADED BY DESCRIPTION

04/09/2025 Bi Case Files Selected for Revie WF, CWDStestT
w.docx
03/03/2025 B PY2023-2024 Monitoring Pla Wolfington, Nanse
n.pdf
ADD DOCUMENTS ADD DOCUMENT URL
DB AN

List of WIOA Case Files Selected for Review

ADD PRIMIOUS PLAN DOCUMENTS



CWDS Case File
Monitoring

How to Access the Case Files
Selected for Review (cont.)

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 §
se :

ected for review, please reach out to Oversight
Services (ra-li-bwda-os@pa.gov) or your assigned
analyst.

- Document Request - X +

izyDgZzk80loU46URvaPjuvGZ... @ ¥y

entral LW

w Case Files Selected for Review (2).docx
13.0 KB = Done

v Case Files Selected for Review (1).docx - Compatibility Mode « Saved v

ces  Mailings Review View Help Acrobat Developer

Case files selected for review:

Participant 1 PID#
Participant 2 PID#
Participant 3 PID#
Participant 4 PID#
Participant 5 PID#
Etc...



mailto:ra-li-bwda-os@pa.gov
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CWDS Case File Monitoring

What to upload to CWDS for the Case File Review

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



PY 2024 - Document Request - 4B. Local Monitoring, One-Stop
Operator, and Performance

-

Please contact your assigned Oversight Services analyst for additional support and resources.

Questions Documents Extensions Results

CWDS Case File Monitoring

H ow t O u p | Oa d t (0] C W D S fO r t h e C ase > Document Request: 7. Current 0SO Firewall Policy, If Applicable.
F | I e R eview > Document Request: 6. Monitoring Tools Not Used To Monitor The Local Workforce System In
PY 2024

Access the PY 202 4 plan activity > Document Request: 5. Monitoring Of The One-Stop Operator And Its Performance
named “Document Request: 1. Current 7 Document Request & Certeaton OFEach A Carsertink®

Local Oversight Plan” using steps 1
through 7 for accessing the case file © ocument Receet 1. Canen Locat v
for review listed above. Descripton of Document Reques

A copy of the local area’s current local oversight plan.

C I i C k O n t h e ((Ad d D O C u m e nts” b u tto n . UPLOAD DATE E\r:f NAME / UPLOADED BY DESCRIPTION CONFIDENTIAL  ACTIONS

> Document Request: 3. Monitoring Of The WIOA Title | Program

> Document Request: 2. Current Completed Subrecipient Risk Assessment

04/09/2025 Bi Case Files WF, List of WIOA Case No
Selected for R CWDStestT Files Selected for
eview.docx Review

03/03/2025 Bi PY2023-20 Wolfington, No
24 Monitoring Nanse
Plan.pdf

ADD DOCUMENTS ADD DOCUMENT URL ADD PREVIOUS PLAN DOCUMENTS
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Add Document(s) close

[ ) [ [ . .
CWDS Case File Monitoring i i o 4 1 e v .
How to upload to CWDS for the Case
Fi I e Review ( cont. ) Drag & Drop Files or | CHOOSE FILE(S)

UPLOAD FILE(S)

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

Access the file folder and select the

9 Open

& > v 4 | M > Desktop > Case Files for Upload

Organize ~ New folder

file name for the participant you need
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box and click “Open”
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10 documents can be uploaded at a time. Allowed file types: .pdf,
.doc, .docx, .xls, .xlsx, .png, .jpeg up to a maximum of 10MB each.
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CWDS Case File Monitoring

How to upload to CWDS for the Case
File Review(cont.)

UPLOAD FILE(S)

On the l(Add Document(S)” pop_up 1. 1234567 - Jones - WIOA Adult.pdf (15.09 KB) -
X v
modal, check to ensure the file you
selected is there.
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858 Dashboard > Document Request: 2. Current Completed Subrecipient Risk Assessment
t h e p O p - u p m O d a I * B  Monitoring Activities v Document Request: 1. Current Local Oversight Plan
Verify your case file documents have TGt
uploaded in CWDS. S ums  Bsersnss. xSty .
If you have any issues uploading case file S
03/03/2025 B PY2023-2024 Mo No

nitoring_Plan.pdf

documents for review, please reach out to
Oversight Services (ra-li-bwda-os@pa.gov)
or your assigned analyst.
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mailto:ra-li-bwda-os@pa.gov

Thank you!

@ Greg Hart, Oversight Services
> ghart@pa.gov
7 https://www.dli.pa.gov
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