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Purpose: The purpose of this instruction is to transmit the Pee Dee Local Workforce Development
Area's monitoring guide for contracts administered by the Pee Dee Regional Council of Government 
under the oversight of the Pee Dee Workforce Development Board. 

Background: In compliance with the Workforce Innovation and Opportunity Act (WIOA}, Section 
185(c) (3) and WIOA Regulations, Section 683.410, the Pee Dee LWDA will monitor all recipients of 
financial assistance under the Workforce Innovation and Opportunity Act (WIOA). 

Policy: In order to ensure that programs are operating in accordance with the federal statutes and 
regulations, state policies, local workforce development area instructions, and contract requirements, 
the local workforce development area (LWDA) will monitor programs, services, and administrative and 
financial procedures in accordance with the attached monitoring guide. In addition, as the granter for 
the CAREER Dislocated Worker Grant and the H-1 B Rural Healthcare Grant, Pee Dee COG will 
conduct programmatic and financial monitoring of these grants. 

Action: Contractors are required to: 

•

Inquiries: Questions regarding this instruction should be directed to the attention of Bridgette

Coates, Workforce Development Director at (843)702-3148 or b-coates@peedeecog.org. 

SERVING CHESTERFIELD, DARLINGTON, DILLON, FLORENCE. MARION, AND MARLBORO COUNT! ES 

Transmit this monitoring guide to all staff who may be involved in monitoring, operating or 
overseeing programs and services.
Complete designated sections of the monitoring guide and return it to the LWDA's 
administrative offices.
Design and implement internal monitoring systems.

•   

•











II. PRELIMINARY PROGRAMMATIC DESK REVIEW

Prior to the monitoring review, a preliminary desk review is to be conducted to increase

efficiency while conducting the review. This section should be completed by the monitoring

team that conducts the programmatic monitoring visit for the year. Any findings arising from

this review will be included in the programmatic monitoring report.

A. The monitor(s) will review the following as it applies to the activities to be monitored:

• Act and Regulations
Contract
LWIA/LWDA Instructions

• State Instructions or correspondence
Previous monitoring and audit reports

• Correspondence to and from the Contractor

B. To the extent possible, the monitors will complete the inquiries that are a part of the

preliminary desk reviews prior to going on site.

The preliminary data gathered will enable the monitor(s) to address problems concerning

participant reporting, performance, and other issues.

The contractor will be required to complete designated portions of the monitoring guide

that will be forwarded to the LWDA at least one week prjor to the review. Based on

information supplied by the contractor, various audit tests will be conducted by the

monitors that will verify compliance to stated policies and procedures.
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C. DESK REVIEW INSTRUMENT (To be completed by Pee Dee COG Monitor)

1. CONTRACTOR IDENTIFYING DATA

Name: 

Address: 
----------------------

Contract# 

Mod# 

Activity 

Type 

Period 

Amount 

Status* 

Contractor Staff: 

Date(s) of Review:

Monitored By: 

Date of Monitoring Report: _____________________ _ 

*Status

A= Active 
B = Modification Pending 
C= Closed Out 
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e. Does the LWDA Director have knowledge of programmatic problems that

should be addressed during the on-site visit? If yes, indicate below.

□Yes □ No

Cite Problems: 

f. Has a review of the contractor's Ad hoc reports indicated problems that may

require corrective action? If yes, indicate below.

□Yes □ No

Cite Problems: 

□Yes

3. SPECIFIC REQUIREMENTS FOR YOUTH

a. Is the contractor meeting the numbers specified on the ParticipantActivity

Plan, if applicable?

□ No

Cite Problems: 

b. Do Ad hoc reports reflect that participants being served b y  the contractor have at

least one of the following barriers: basic skills deficient, English language learner,

homeless, runaway, foster child, pregnant, parenting, offender, youth with a disability, or
youth who requires additional assistance?

□Yes □ No

Cite Problems: 
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c. Is the contractor coordinating with partners and community agencies to address

these barriers?

□Yes □No

Cite Problems: 

4. PROGRAMMATIC MONITORING TASKS

a. Obtain a list of participants registered in each contract and select a sample of at

least 5% of the registrants for a participant file review. The Participant File Review

will be completed to document the review.
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III. ADMINISTRATIVE AND PROGRAM-SPECIFIC ON-SITE MONITORING
A. PURPOSE

The purpose of this section is to determine the extent to which the various
programs and activities funded under WIOA are operating in accordance with the
Act, Regulations, LWDA Plan, State and LWDA requirements, and the contract.

This section further determines the effectiveness of services provided to WIOA 
participants. Services should assist participants in successfully completing WIOA -
funded activities. To be effective, services must be delivered in a timely manner. 

The program and activities to be reviewed may include: 

Adult/Dislocated Worker Activities 

o Basic Career Services

□ Determinations of eligibility to receive assistance
□ Outreach, intake, and orientation to the information and other services

available through the SC Works delivery system
□ Initial assessment
□ Labor exchange services
□ Provision of referrals to and coordination of activities with other programs

and services
o Provision of workforce and labor market employment statistics

information
o Provision of performance information and program cost information on

eligible providers of training services
□ Provision of information regarding performance accountability measures

and any additional performance
□ Provision of information, in formats that are usable by and

understandable to SC Works center customers, relating to the
availability of supportive services or assistance

□ Provision of information and assistance regarding filing claims for
unemployment compensation

□ Assistance in establishing eligibility for programs of financial aid
assistance for training and education programs

□ Services appropriate for an individual to obtain or retain employment

o Individual Career Services

o Comprehensive and specialized assessments
□ Development of an Individual Employment Plan
□ Group counseling
□ Individual counseling
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o Career planning
□ Short-term prevocationalservices

□ Internships and work experiences
□ Workforce preparation activities
□ Financial literacy services

o Out-of-area job search assistance

□ English language acquisition and integrated education and training
programs

□ Follow-up services

□ Training Services

□ Occupational skills training

□ On-the-job training

o Incumbent Worker Training

□ Programs that combine workplace training with related instruction, which
include cooperative education programs

□ Private sector training
□ Skills upgrading and retraining
□ Entrepreneurial training

□ Transitional jobs
□ Job Readiness training
□ Adult Education and Literacy activities
□ Customized training

Youth Activities 

□ Objective Assessment
□ Develop Service Strategies

□ Basic Skills Training

□ Tutoring and study skills training and dropout prevention and recovery
strategies

□ Alternative secondary school services or dropout recovery services

□ Paid and unpaid work experiences that has academic and occupational
education as a component

□ Summer employment opportunities
□ Pre-apprenticeship programs

□ On-the-Job Training
□ Internships and Job Shadowing

□ Occupational skills training

□ Education offered concurrently with workforce prep in a particular 
occupation or cluster

□ Leadership development opportunities (training/services)

o Supportive services/incentives
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o Adult mentoring

o Follow-up services

o Comprehensive guidance and counseling
□ Financial literacy education
o Entrepreneurial skills training

o Workshops/Seminars
□ Job readiness training

o Secondary School

o GED Training or Adult Ed HS

□ Resume Preparation Assistance

17 



B. PROCEDURES
Subsequent to the desk review, the monitor(s) may visit the site. The monitor(s) 

will review the Administrative Review completed by the contractor prior to the 

review and pull relevant sections of the monitoring guide that are specific to the 

individual contracts to be monitored.

1. Site reviews may be conducted:

• At the contractor's office and at training sites;

• With the staff who performed the tasks related to the area of review

• SC Works Online Service Participant Files

2. Review documents which pertain to the activity being reviewed.

• Discuss the results of the preliminary and site reviews while at the
contractor's site. Highlight accomplishments and discuss corrective action
needed for problem areas.

3. Conduct participant and staff interviews:

• At a minimum, the monitor will interview at least two (2) staff and two (2)
participants. A combination of experienced and new staff and participants
will be selected. Participants will be randomly selected and may be
interviewed by phone.
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D. YOUTH  MONITORING INSTRUMENT

(To be completed by Youth Program)

1. YOUTH PROGRAM DESIGN CONSIDERATIONS

a. Describe the design of your youth program. _____________ _ 

b. Does your program have a plan to access all fourteen (14) program elements
listed in WIOA Section 129 (c)(2) as options available to youth participants?

Element # How accomplish? 

Tutoring, study skills 
traininq and instruction 
Alternative secondary 
school services 
Paid and unpaid work 
experience 
Occupational skills training 

Education offered along 
with workforce prep in a 
particular occupation or 
cluster 

Leadership development 
opportunities 
Supportive services 
Adult mentoring 
Follow-up services 

Comprehensive Guidance 
and Counselinq 
Financial literacy education 

Entrepreneurial skills 
traininq 
Services that provide labor 
market and employment 
information about in-
demand occupations 

Activities that prepare youth 
for and transition to 
postsecondary education 
and training 
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3. SPECIAL CONSIDERATIONS FOR CLASS-SIZE PROJECTS (N/A in PY'23

a. Which of the fourteen required elements of the youth program are 
addressed through classroom instruction?

b. Do the activities meet the prescribed definitions in the contractor's
statement of work? □Yes □ No If no, please explain any variations.

c. Are time and attendance sheets on file to document participant attendance?

□ Yes □ No If no, please explain 

d. What is the planned schedule for classroom instruction at this site?

e. Have instructors been provided a job description detailing their duties and

responsibilities at the classroom training site? □Yes □ No

f. Is a copy of the statement of work on file at the site? □Yes □ No

g. Do instructors maintain individual participant files to document each participant's

progress in the classroom training project? □Yes □ No
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h. Is a copy of the signed worksite agreement kept at each worksite?
□Yes □ No

1. How does the Contractor ensure that participants do not displace existing
workers or infringe on promotional opportunities?

j. How often is each worksite monitored?

Have monitoring reports been completed? □Yes □ No
(Be prepared to provide monitoring reports for selected sites) 

k. Has a monitoring schedule been developed? □Yes DNo
(Provide a copy to monitoring staff)

I. How does the Contractor ensure that health and safety standards and
requirements for reasonable working conditions of the worksite are met?

m. Is a copy of the Child Labor Law on file at each worksite? □ Yes □ No

5. OUT-OF-SCHOOL POST-SECONDARY SERVICES

a. Describe the contractor's efforts to establish relationship(s) with the local 
school district(s)' Adult Education programs.

b. How many participants have attained their GED this program year as a
result of their participation in the:

 Partner  GED Program? _________
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c. What additional services does your agency provide upon training

completion?

d. What activities does your agency provide to prepare GED recipients for
Post-secondary education opportunities?

e. Describe the contractor's efforts to develop unsubsidized employment

opportunities.

Youth Program Manager's Signature Date 
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E. PERFORMANCE MONITORING

Performance monitoring focuses on the extent to which programs and services are
achieving participant and financial performance goals established by the state.
This monitoring is to be conducted at least quarterly as a desk-top review.

The results of each quarterly review will be used to assess progress toward year
end goals established by the state, identifying existing or emerging problem areas,
and suggest when on-site monitoring and corrective action measures should be

initiated.

Adults

Standard Goal Actual 

Employment Rate Q2 80.4 

Employment Rate Q4 81.1
Median Earnings 

Credential Rate 65 

Measurable Skills Gain

Dislocated Workers 

Standard Goal Actual 

Employment Rate Q2 82.7

Employment Rate Q4 80.3 

Median Earnings 

Credential Rate 65.6 
IMeasureable Skills Gain 

Youth 

Standard Goal Actual 

76.6

Peformance in a WEX - ISY

73

Successful Completion of WEX - ISY

Earnings after Entry into Unsubsidized 
Employment
Credential Rate 71
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$5,442

54.1

$7,150

57.1

3500

D.

Placement in Employment, Education, or
Training

Retention in Employment, Education, or
Training

Measurable Skills Gain 50

Graduation of Seniors - ISY

Retention of Juniors - ISY

100
75

75

75
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WIOA/OJT WORKSITE MONITORING INSTRUMENT (to be completed by PDRCOG's
Business & Industry Coordinator)

PART I: EMPLOYER INFORMATION 

EMPLOYER. ______________ MONITOR. ___________ _ 

ADDRESS ______________ AREA. _____________ _ 

__________________ DATE ____________ _ 

INDIVIDUAL CONTACTED _____________________ _ 

OJT CONTRACT WRITER _____________________ _ 

OJT POSITION(S) ______________________ _ 

1. GENERAL INFORMATION

Number of OJT contracts to date ___ _
Number of Successful Completions

2. REVIEW OF RECORDS AND REPORTS

(Negative responses require explanation under comments section)

A. Are time and attendance reports submitted every 30 days?
B. Are timesheets submitted on time each month?
C. Are payment orders signed in a timely manner?

D .  Are employees being paid wages specified in subcontract?

E. Are participants meeting training outlines?
F. Are training facilities adequate?
G. Does employer communicate issues in a timely manner?

Comments: 

27 

Yes No 
Yes No 
Yes No 

Yes No 
Yes No 
Yes No 
Yes No 



3. PRINCIPAL PROBLEM AREAS

Outline briefly any significant problems observed during the visit. All recommendations for
action should be explained in sufficient detail to enable appropriate action.

4. EVALUATION OF SUBCONTRACTOR

Rate the subcontractor (employer) based on your observations:
Excellent Good Fair__ Poor

Actions to be taken on deficiencies: 
None at this time__ Follow-Up Visit_ 

Date of Follow-Up ___ _ 

SIGNATURE OF MONITOR 
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PART II - PARTICIPANT INFORMATION (this section to be completed for an OJT 
participant under contract with the company) 

1. PARTICIPANT INTERVIEW

Job Duties Performed: 

Skills Acquired: 

Absences and Reasons: 

Job Satisfaction: 

Excellent Good Fair Poor 
If fair or poor, please explain: 
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Subcontract# ___________ Subcontract Period _________ _
Participant's Name ____________ Job Title ________ _ 
Date of lnterview ___________ Hourly Wage ________ _ 
Are wages consistent with hours worked?_ Yes No 
Is participant working full-time hours each week?          Yes _  No
If either answer is no, please explain: 















k. Have you been injured while participating inWIOA?
If yes, please explain. 

□Yes □No

I. Did you encounter any problems during the enrollment process? □Yes
yes, please explain.

□ No If

m. How would you rate your overall experience with the WIOA program in which you are
participating?

n. What would you change about your experience?

o. What is your long-term employment goal? How has the Workforce Center assisted
you with moving toward that goal?

Other Comments: 

Participant Signature: ____________ Date: _________ _

Monitors' Signature: _____________ Date: _________ _
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INDIVIDUALIZED/TRAINING SERVICES 

COMPONENT CAREER COACH INTERVIEW 

(To be completed by the Monitor) 

1. GENERAL

a) Career CoachName: ________________ _
Contract:

---------------------

b) How many participants do you currently carry in your caseload?

New 

Active 

Carryover _____ _

Follow-Up _____ _

c) How many applicants have been referred to non-WIOA funded
programs/activities? ______ _

d) How are these referrals documented?

e) Have you received training regarding the work statement and other areas
of this Contract? □Yes □ No

f) How is this training documented? ______________ _

(Provide documentation) 

g) How do you utilize the work statement to assist you with doing your job?

h) Howoften do you referto it for guidance? ___________ _
i) Do you have an electronic copy or a hard copy? _________ _
J. Do you know how to access policies referenced in the work statement?

□Yes □No 

2. ASSESSMENT

a) Is a comprehensive/specialized assessment of the skill levels and
service needs provided to all registrants? □Yes □ No

b) How and when are participants assessed?
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ON-THE-JOB TRAINING COMPONENT 

BUSINESS SERVICES REPRESENTATIVE INTERVIEW 

1. ON-THE-JOB TRAINING

a. List the number ofOJTparticipants in each of the following groups: 

b. Adult Dislocated Worker

c. Are any of the OJT participants incumbent workers? If so, does the OJT 
relate to new technologies, new production or service procedures, 
upgrading requiring new skills, workplace literacy, or an appropriate 
purpose identified by the WDB? Please explain.

c. What procedures are used to ensure that OJT contracts are not entered

into with employers who have received payments under previous

contracts and have exhibited a pattern of failing to provide participants

with continued long-term employment?

d. What procedures are used to determine that no funds are utilized for

OJT for any business, or part of a business, that has relocated within 120
days of the relocation?

e. How does the contractor ensure that individuals employed in OJT

receive the same benefits and working conditions as other similarly

situated employees?
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1. 

2. 

3. 

4. 

5. 

YOUTH CLASSROOM COMPONENT 

INSTRUCTOR INTERVIEW 

(To be completed by the Monitor- N/A in PY'23) 

Describe how this program helped improve the students' basic, occupational, and/or 
work readiness skills? 

If a student is having difficulty in a certain area, how do you assist him/her in getting a 
better understanding? 

How do you customize the curriculum to fit the needs of individual students? 

Give an example of how this program has positively affected a particular student. 

If you could change any aspect of this program, what would it be and why? 

Instructor's Signature _____________ Date ______ _ 
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IN-SCHOOL YOUTH PARTICIPANT 

INTERVIEW 

(To be completed by the PDRCOG Monitor) 

Participant Name: 

School/Service Provider: 

Date of Visit: Instructor: 

Program Orientation 

1. 

2. 

Did you receive information about class hours? □Yes □No 

If yes, what are they? ________________________ _ 

Time and attendance policies? 

(Signing in and out) 

Number of incentive payments? 

Things that will result in a reduction to payments? 

What to do if you have a problem or complaint? 

□Yes □No

□Yes □No

□Yes □ N o

□Yes □No

3. Did you receive any handouts and are you familiar with them? (These handouts may
address incentive hourly rate, class rules, what to do in case of an emergency, or who

to contact if you must miss class.) □Yes ON o

4. Do you understand that you are not paid if you violate the rules established by the

WI0A program? □Yes □No

5. Have you had any problems with your incentive payment?

□Yes □No If yes, please explain.

6. When you are given an assignment, is it clearly explained? □Yes □No

7. Does your career specialist/instructor check to see how your work is going?

□Yes □No 

8. Are enough activities provided to keep you busy?
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IV. EQUAL OPPORTUNITY MONITORING INSTRUMENT

Service Provider: 

Contact: 

Monitor(s): ____________________________ _ 

Date: 

1. Has a program self-evaluation instrument or program accessibility review been completed in
accordance with Pee Dee LWIAlnstruction 09-001? __ Yes __ No

Date of Review: ____________ (Obtain a copy for LWDA monitoring files) 

2. List the areas (if any) of the self-evaluation instrument that indicate opportunities
for improvement as they relate to equal opportunity issues.

Comments: 
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