WORKFORCE DEVELOPMENT DEPARTMENT

Program Guide Handbook

Table of Contents

CHAPTER #1

CHAPTER # 2

Workforce Innovation and Opportunity Act (WIOA)

OVEBIVIBW ...ttt ettt e e e e e e e e e 1-1
WIOA OVEIVIEW ...ttt ettt e e e e e e e e e e 1-2
WIOA PUIMPOSE ...ttt e e e e e e e 1-5
LAV (@ 7N o T Tor o] = R 1-6
America’s Job Center of California (AJCC).......covvviiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiies 1-7
Hallmarks of EXCElENCE .........cooiiiiiiiiiiiiiice e 1-9
ONE-STOP SYSIEM ... 1-11
ONe-StOP OPErator......ccoviiiiiiiiiiieieeeeeeeeeeeeeee e 1-13
ONE-StOP PartNErS .....cooiiiiiii i 1-15
Performance MEASUIES ............uuu e 1-16
CASE REVIEBW ....eeiiiiiiiiit et 1-21
Case Review Rebuttal ... 1-25
WIOA Eligibility

OVEBIVIBW ...ttt e e ettt e e e e e e e e et eeeaaeeaeaans 2-1
WIOA Enrollment FOMS .........cuiiiiiiiiiiiieeee e 2-2
Eligibility Documentation ............ccooooiiiiiiiiii e 2-6
U.S. Work AUthOriZation ..........oooiiiiiiiiii e 2-7
Selective Service Registration Requirements .............cccccvceeiiiiiiieiiiinnnn. 2-10
Dislocated Worker Eligibility ............ccoooiii e 2-15
Priority Of SErviCe ........uuueiiiiiiiii e 2-16
Priority of Service for Veterans ... 2-19

Continued on next page

PRGRM GUIDE Rev. (10/2024) TABLE OF CONTENTS PAGE 1 OF 1



Table of Contents, Continued

CHAPTER # 2

CHAPTER #3

CHAPTER # 4

WIOA Eligibility (continued)

LLSIL and Poverty LiNe ...........ueeiiiiiiiiiiiiieeee e 2-23
INCOME CalCUIALION ... e 2-24
Youth Eligibility ..., 2-27

Supportive Services

OVEIVIBW ...t 3-1
Outline of Supportive ServiCes..........oouuiiiiieiieiecee e 3-3
Courtesy Supportive Services ISsuance ............coooeeiiieeeeeeeeeeeeinnnnnn. 3-5
ChildCare.......coooiiiiiiii 3-8
TranspPOrtation........ooooiieiee e 3-11
Gas CardS.......oooiiiiiiiiiii 3-12
Public Transportation................cooi oo 3-14
LOAgING ... 3-15
ANCIllary SEIVICES .......uuuiiiiiiiiiiiiiiiiiiiiiii e eeeennneee 3-16
Ancillary: Allowable HEMS ............uuiiiiiiiiiii e 3-18
Needs-Related Payments..........cccooooiriiiiii e 3-19

WIOA Training Services

OVEBIVIBW ...ttt e e e e e e e s 4-1
Adult and Dislocated Worker Training Services ..........ccccoccoiiiieeeiieieninnnne 4-2
Eligible Training Providers .............oooiiiiiiiiiiiiiiiiiiiiiieeeeeeees 4-5
Labor Market INformation.............cooiiie e 4-6
Self-SUFfICIENCY ....ceviiii e e 4-7
Individual Training ACCOUNL ..........cooiiiiiiiii e 4-9

Continued on next page

PRGRM GUIDE Rev. (10/2024) TABLE OF CONTENTS PAGE 1 OF 2



Table of Contents, Continued

CHAPTER # 4

CHAPTER#5

CHAPTER # 6

WIOA Training Services (continued)

Enrollment in Training SErviCes ...t 4-12
Referral in Training SErviCeS ........ccevviiiiiiiiiiee e 4-17
Attendance and Progress .............eeeeeiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeieeieennnnnees 4-18
ITA INVOICING ... e e e e 4-20
On-the-Job TraiNiNg (OJT)....cceeiiiiiiiiiii e 4-21
On-the-Job Training INVOICING ..o 4-30
Incumbent Worker Training ...........eeeeeeieeeieiiiiiiiiiiiieeeeieeeeeeeeeeeeeeeeeeeeeeeeees 4-31
Incumbent Worker TracKing..........ueeeeeeiiiiiiiiiiiiiiiiieee s 4-37
COoNOIt TraiNING....ceiieeiiiiee e 4-39
Management Of TraiNiNg...........uu e 4-40

Non-WIOA Programs

OVEBIVIBW ...ttt e e e e e e e e e 5-1
CSEP/CYEP ...ttt 5-2
CalFresh Employment and Training Program .............ccccoovviiiieeieeeeeeennnn, 5-7
Department of Aging and Adult Services Customers............cccccvveeeen. 5-14
Volunteer Worker Program ...........ccoiieeiiiiiiiiiiic e 5-15

Business Services

OVEBIVIBW ...ttt e e ettt e e e e e e e e et eeeaaeeaeaans 6-1
Business Services UNit...........coooiiiiiiiiie e 6-2
Services t0 EMPIOYEIS.......ouiiiiiiiiiiiii e 6-3
JOD POSHINGS....coiiiiiiiiiiieieeeee e 6-4
On-the-Job Training (OJT)......c i 6-5
Rapid Response ASSIStaNCe.........oooiiiiiiiiiieie e 6-8
Labor Market INnformation ... 6-10
Tax Credit INnformation ...........c.ouviiiiiii e 6-11

Continued on next page

PRGRM GUIDE Rev. (10/2024) TABLE OF CONTENTS PAGE 1 OF 3



Table of Contents, Continued

CHAPTER #7

CHAPTER #8

Disability Resources

OVEIVIBW ...ttt e e e e e e e e e e e e 7-1
Disability Non-Discrimination Laws.............ccoeeviiiiiiiiiiiiiieeeecieeeeeeeen 7-3
California Assembly Bill 925 ... 7-4
Definition of Disability ..........cooooiioiiiiie 7-5
Guidelines for Asking Disability Questions..............ccccoiiiieeeiiinis 7-10
Disclosure and Privacy ... 7-11
Auxiliary Aids and ServiCesS.............uuuuuuuiiiiiiiiiiiiiiiiiiiiiiiieiiieeneneeaneees 7-13
Sign Language Interpreters ... 7-15
Reasonable Accommodations ...........coooooeiiiiiiieiieeeeeeeeeeen 7-16
Service ANIMAIS ........oooiiiiiiii 7-20
ASSIStiVe TECHNOIOGY ......uuuiiiiiiiiiiiiiiiiiiiiiii e 7-22

Non-Discrimination and Equal Opportunity

OVEBIVIBW ...ttt e e e e e e e e e 8-1
Non-Discrimination and Equal Opportunity ...........cccccoeiiiiiiiiiiiiiieeeeeeeeeeeenn 8-2
Equal Opportunity OffiCer ....... ..o 8-4
Equal Opportunity Notice and Communication Requirements ................... 8-5
Written CommuNICatioNS ............oviiiiiiiiiiiecce e 8-6
Data and Information Collection and Maintenance ...............cccccccoeeiinnnnne. 8-7
Universal Access for Customers with Disabilities..............cccccceeeiiiinnnne. 8-8
Affirmative Outreach for Limited English Proficient Customers.................. 8-9

Continued on next page

PRGRM GUIDE Rev. (10/2024) TABLE OF CONTENTS PAGE 1 OF 4



Table of Contents, Continued

CHAPTER #9

CHAPTER #10

Grievance and Complaint Processes

OVEBIVIBW ...ttt e e ettt e e e e e e e e et eeeaaeeaeaans 9-1
Fraud and ADUSE POIICY ..........uu e 9-2
Discrimination Complaints — AN OVEIVIEW ...........ccooiiiiiiiiiiiiiiieeeeeee e 9-3
Discrimination Complaints ProCeSS .........cccoeiiiiiiiiiiiiiiiiieceeeeeeeeee e 9-4

Filing Discrimination Complaints with the Civil Rights Center (CRC) or

Local Workforce Development Area (LWDA) — EO Officer ........ccc.cceeeee. 9-6
Program Complaints — AN OVEIrVIEW.........cooiiiiiiiiiiiiiiee e 9-7
Program Complaints — Informal Resolution Process...........cccccceeeiiiieinnnnnn, 9-8
Employment Service Complaint System ...........cccccoiiiiiiiiiiis 9-10
DEfINITIONS ... 9-12
WIOA Services

OVEBIVIBW ...ttt e e e e e e e eeeeeas 10-1
Adult and Dislocated Worker ServiCes...........cccouuuriiiieiiiiiiiiiiiieeee e 10-2
BasiC Career SErVICES ........uuuuiiiiiiieiiiiiitee e 10-6
Individualized Career SErviCes ..........ccuuuuiiiiiiiiiiiiiiiieee e 10-7
FOIOW-UP SEIVICES ....ooeiiiiiiiiiieieeeeeeeeeeeeeeeeee et snnnnnnnnnnes 10-8
Individual Employment Plan (IEP) ..........oooiiiiieeeee 10-11
Youth Service Providers ... 10-14

Continued on next page

PRGRM GUIDE Rev. (10/2024) TABLE OF CONTENTS PAGE 1 OF 5



Table of Contents, Continued

CHAPTER #11 Referrals and Transfers

OVEIVIEBW ... 11-1
AJCC Partner Referral...........ccuuuiiiiiiiii e 11-2
Partner Referral Tracking .........ccooooeiiiiiiiiiiii e 11-4
Department of Child Support Services Referral ...........ccccoovvvviiiiiiii, 11-6
WIOA and General Relief Participant ............cccooooeiiiiiiiii e, 11-8
Prison to Employment Referral............iiiiiiiiii e, 11-9
Case Transfer ProCess...... ... 11-15

CHAPTER#12  Special Grants

OVBIVIBW .o et 12-1

Trade and Economic Transition National Dislocated Worker Grant

(TET NDWG) .ttt et e e 12-3
COVID-19 Employment Recovery National Dislocated Worker Grant

(ER NDWG) ..ttt ettt e e 12-8
WIOA Dislocated Worker Funds for COVID-19 Individuals..................... 12-14

CHAPTER#13 Definitions

OVEBIVIBW ...ttt ettt e e e e e e e e eeaaaaeaaeans 13-1
DefinitioNS: A = D e 13-2
DefinitionS: B - | 13-11
DefinitionS: J = M. e 13-16
Definitions: N = R e 13-20
DefinitionNS: S - V.. 13-26
DefinitionNs: W - Z... e 13-30

Continued on next page

PRGRM GUIDE Rev. (10/2024) TABLE OF CONTENTS PAGE 1 OF 6



Table of Contents, Continued

CHAPTER#14 Technology Tools

OVEBIVIBW ...ttt ettt e e e e e e e e eeaaaaeaaeans 14-1
The WOrk NUMDET .......ooiiiiiiiiiiiieee e 14-2
SCaNNING GUIAE........cooiiiiiiii e e 14-4
DOCUSIGN. ... a e aaaaaa 14-9

CHAPTER#15 CalJOBS

OVEBIVIBW ...ttt e e e e e e e e e 15-1
Management Information System (MIS) Administrator............................. 15-2
Data Entry of Training Activity Codes ...........cccuiiiiiiiiiiiiiiiieeeeeee s 15-3
Remote WIOA ENrolment ... 15-14
Measurable SKills Gain...........coooiuiiiiiiiiii e 15-16
Credential...........oooiii s 15-20
Recording Licenses, Certificates and Degrees ...........cccoeeuviiiieeieeeennn. 15-24
Closure Process for OUICOMES...........uuviiiiiiiiiiiiiieeee e 15-25
Closure Process for Exclusionary Individuals ...............cccccoovviiiieinnnnn, 15-26
XIS 15-28

PRGRM GUIDE Rev. (10/2024) TABLE OF CONTENTS PAGE 1 OF 7



	WORKFORCE DEVELOPMENT DEPARTMENT
	Program Guide Handbook
	Table of Contents

	CHAPTER # 1
	CHAPTER # 2
	CHAPTER # 2
	CHAPTER # 3
	CHAPTER # 4
	CHAPTER # 4
	CHAPTER # 5
	CHAPTER # 6
	CHAPTER # 7
	CHAPTER # 8
	CHAPTER # 9
	CHAPTER #10
	CHAPTER # 11
	CHAPTER # 12
	CHAPTER # 13
	CHAPTER # 14
	CHAPTER # 15

