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INTRODUCTION
This guide provides guidelines for exiting participants from WIA and delivery of Follow-up Services after exit.  Since exit and follow-up data is used to measure the success of WIA programs, this guide discusses how annual performance goals are established and how exit and follow-up data feeds into those annual performance goals.  This guide also discusses how exit and follow-up data eventually feeds into the state’s WIA Common Measures performance reporting to the U.S. Department of Labor.  

PERFORMANCE MEASURES
In 1998, Congress passed WIA legislation to promote an increase in employment, job retention, earnings, and occupational skill levels of Adults, Dislocated Workers and Youth.  The U.S. Department of Labor (USDOL) is responsible for oversight of WIA and provides states with program policies and technical assistance.  In addition, the Governor’s Workforce Development Council oversees Idaho’s WIA and other workforce programs.  USDOL, the Workforce Development Council, all WIA frontline and support staff and management are interested in tracking the impact of WIA in Idaho, as are other agencies and the general public.        
· USDOL Common Measures – The U.S. Department of Labor has created “common measures” to track employment outcomes from a variety of federal programs including WIA.  These measures rely heavily on UI employer wage records to tally entered employment, retention and average earnings of program participants.  Employer wage records are typically very accurate and reliable, but since employer reporting does not occur for three to six months after hire, USDOL’s Common Measures do not provide real-time performance reports for frontline staff, their managers, or state-level staff.

· Idaho’s Performance Measures – Idaho has established annual performance measures that are similar to USDOL’s Common Measures.  Rather than use employer wage records, Idaho’s Performance Measures rely on information data-entered in the WIA MIS by case managers at the time of participant exit and during the follow-up time period.  These performance measures are reflected in each service provider contract and in the reports section of the WIA MIS.  
Idaho’s Performance Measures and USDOL’s Common Measures are both focused on similar outcomes for participants ~ entering employment, job retention and self-sufficient earnings as well as reporting attainment of educational credentials.  By focusing frontline staff and management on attainment of Idaho’s Performance Measures during each program year, Idaho will also succeed with USDOL’s Common Measures at a later date when the outcomes become evident in employer wage records.  

Negotiating Annual Goals – Performance Measure goals are negotiated for each program year and reflected in each service provider’s contract.  The Grants Management Unit and other management staff refer to these negotiated numbers for quarterly oversight of progress and overall management of contracts.  
Performance Measure goals are negotiated on a program year (PY) basis, July 1st through June 30th, the same timeframe used by USDOL to allocate WIA funds to the states.  State-level staff and service provider management staff consider several factors in negotiations of PY performance goals:
· Increase/decrease in funding from prior year

· Prior year number served, types of activities used, average participant costs
· Service provider focus on special needs individuals beyond eligibility

· Service provider’s proposed changes in program design, activities

· Type of activities planned, increase/decrease in training costs
· Availability of community organizations to assist with training/supportive services

· Current economic and labor market data and forecasts

· Common Measures performance levels the state negotiated with USDOL  

· Any additional guidance from USDOL regarding program design and focus

After negotiation, the new PY Performance Measure goals are reflected in your service provider contract and online in the WIA MIS management reporting system.  The contract and online system reflects cumulative planned numbers by quarter for the following:

Adult and Dislocated Worker Programs
1. Enrollments

2. Current Participants

3. Exit to Follow-up

a) Entered Employment

1. Average Hourly Wage at Exit

b) Other Exits
Youth Program
1. Enrollments

a) Other Youth

b) Out of School Youth

1. Literacy/Numeracy Gain

2. Current Participants

3. Exit to Follow-up

a) Employed or Post-Secondary Education*
b) Degree or Certificate*
c) Other Exits
*Youth placement into postsecondary education or advanced training can occur by the end of the first quarter after exit.  Attainment of Degree/Certificate can occur by the end of the third quarter after exit.  The WIA MIS exit screens reflect these timeframes, and prompts case managers to report these outcomes during follow-up via the Data Quality Reports (DQRs).
PROGRAM EXIT
Successful WIA performance (entered employment, job retention, etc) flows from a program design that provides clear and positive processes for staff and participants.  Idaho’s WIA program design supports case managers who deliver personalized career guidance and ongoing participant support to attain employment goals.  The system provides case managers with flexibility to design a unique plan of activities for each participant as appropriate.  With annual negotiation of outcomes, the system also allows an office or an entire area to adjust program design plans (who is served or what services are offered) in response to changes in the labor market.  
When to Exit 
The exit date is the last date of WIA funded or partner service received, excluding follow-up services. The Employment Plan developed by the case manager and participant provides a road map of where the participant is heading - their employment goals - along with how WIA will assist the individual in getting there - the services that will be provided.  In most instances, in-depth assessment and serious career planning has led to development of a successful Employment Plan. When the participant completes WIA services and reaches the employment goal, the time to exit becomes self-evident.  The case manager is responsible for determining when an individual has completed WIA services and accomplished all goals identified in the plan.  

A variety of scenarios can cause the road map to a participant’s career goal to disappear and require the case manager to determine a new course of action.  Whenever the Employment Plan falters, due to either the participant’s personal situation or other circumstances, the case manager, in communication with the participant, must determine if a modification to the Employment Plan or exit from the program is appropriate.  Based on the situation, the case manager may repeat some of the initial assessment and planning processes to determine if the participant is able to continue in the program, if additional WIA services are appropriate, if a short-term break from the program is feasible or if exit from the program is appropriate.      

USDOL Exit Requirement 
USDOL regulations states that a participant who has not received a program or partner-funded service for 90 consecutive days and has no future services scheduled must be exited from WIA.  Time in the “break” activity does not count against the 90 consecutive days. 
Date of Exit
Participants should be exited from WIA programs on the last day they received WIA-funded or accepted/case manager-approved partner services (excludes follow-up).  Use this last date of service as the exit date in the MIS.
Reporting Data at Exit

When completing the exit data entry in the MIS, you will be prompted to enter employment and credential data.  

Ideally, at the time of exit, you would enter a client’s employment in the MIS.  However, if a client is exited without employment, you can still enter employment information through the 1st quarter after exit.  Employment after that time can not be entered in the MIS nor will it satisfy the Employment Measure.

The receipt of training credentials must be documented and entered in the MIS by the end of the third quarter after exit.  If possible, enter credentials at the time of exit in order to avoid future DQR listing in “Credential Data Pending."
A credential is defined as a Diploma, Degree, Certificate or License issued by a third party with jurisdiction to issue such credential (such as an accredited educational institution, an industry recognized association, or an occupational association or professional society.  
A credential is awarded in recognition of attaining measurable technical or occupational skills necessary to obtain employment or advance within an occupation.  Work readiness certificates are NOT included in this definition
(See Exhibit A for types of credentials and examples.).

PROGRAM FOLLOW-UP
WIA Follow-up Services for twelve months after exit are a required activity for Youth and an allowable activity for Adults and Dislocated Workers.   The goal of Follow-up Services is to ensure job retention, wage gains and career progress for those that obtain unsubsidized employment.  For youth participants still in school, the goal of follow-up is to continue life-long learning and achievement of self-sufficiency.  
National participant outcome data shows that when some participants exit programs they may have irregular gaps in employment during the first three quarters after exit.  This data suggests that many exited participants would benefit from Follow-up Services focused on prevention of job loss.  As a recommended “best practice”, initial follow-up interviews should be scheduled on the first, second and fourth weeks after placement since these are the most critical points in the transition to work.  
ALLOWABLE SERVICES

Follow-up Services should provide personalized encouragement, resolution of any on-the-job issues that may arise and, when appropriate, limited supportive services necessary to help prevent job loss or enter employment.   Any supportive services provided during Follow-up must meet the same guidelines as all other WIA supportive services, including documentation in the participant file. 
When issuing a Supportive Services Form WIA-04 for an individual in Follow-up status, complete the form as instructed in the WIA-04 TAG, using the Follow-up activity code of “99” in the fund number field. 
Access to occupational classroom training, OJT, Internship, Work Experience, or Job Shadowing requires re-enrollment in the WIA program.  
Adult and Dislocated Worker
Allowable services include counseling regarding the workplace and WIA supportive services.  The emphasis of workplace counseling activities should be directed to assisting the participant in retaining employment, increasing earnings and completing education requirements when appropriate.  The case manager may assist in arranging a wide array of services design to improve the employment status of the participant during follow-up.  The case manager should also include non-WIA services in these strategies.  During the follow-up period, if it becomes necessary to utilize WIA services beyond those available through the follow-up component, then re-enrollment into WIA will be required.  Follow-up services that may be provided without re-registering the participant into WIA include all of the services described as core and intensive services with the exceptions of work experience, internships and job shadowing.  

Youth
All youth participants must receive some form of follow-up for a minimum of 12 months.  As with Adults and Dislocated Workers, the types of services provided and the duration of services should be based on the needs of the individual and can include supportive services.  Follow-up services should be directed to ensure that the participant successfully meets their planned outcome goals and to insure successful outcomes on the WIA performance measures. As with the Adults and Dislocated Workers, a wide range of services may be provided during follow-up without re-enrolling the participant into WIA.  WIA services that will require re-enrollment into WIA are work experience, internship, job shadowing, or occupational training including on-the-job training and classroom training. 

Follow-up services for Youth may include:
· Regular contact with a youth to encourage continuing employment or education

· Assistance in addressing work or school-related problems that arise

· Assistance in securing better paying jobs or identifying further education

· Assistance in identifying community activities or peer mentoring that develop leadership skills, encourage responsibility, team work, citizenship, community service, employability

DOCUMENTATION
The WIA-MIS provides data quality reports (DQRs) to ensure case managers follow-up with customers on a quarterly basis.  The WIA MIS also prompts exit screen updates.  These entries will be considered adequate documentation of follow-up contact for all programs.  Responses to DQR prompts coupled with the program’s review of UI wage records is sufficient to document follow-up contacts.  No additional documentation in the participant file is necessary unless: a) an unanticipated service such as a supportive service or supplemental reporting becomes necessary, or b) the participant receives a qualifying credential after exit, which requires adding a copy of the credential to the file.
State-level monitoring processes will review DQR processes/exit screen entries to determine compliance with acceptable follow-up and documentation.

USDOL’S COMMON MEASURES
USDOL’s evaluation and performance of the workforce programs administered by the Idaho Department of Labor, including WIA, NEGs (National Emergency Grants) and Trade Adjustment Assistance are measured by a series of common measures.  
Unemployment Insurance wage records are the primary data source for tracking entered employment, employment retention and earnings average for USDOL’s Common Measures. If individuals are not found in any of these wage record sources, states may provide supplemental data for the entered employment and employment retention performance measures.  However, only wage records from Unemployment Insurance data sources can be used to report the earnings measures.  
Under USDOL’s Common Measures, the first quarter after the exit quarter is a pivotal measurement quarter.  To obtain an “entered employment” the participant must be employed in the first quarter after exit.  Only those who are employed in this quarter qualify for consideration for the employment retention, and earnings change measures.  Thus, after the transition to the new job is solidified, the follow-up efforts should focus on employment status in the first quarter after exit.  Remember, the job does not have to be with the same employer, so re-employment services should be provided when appropriate. 

Adult and Dislocated Worker participants who are employed in the first quarter after exit will be included in the Retention and Earnings measures.  Thus, follow-up services during the 2nd and 3rd quarter after exit should continue to emphasize employment retention or re-employment services.  Good employment with steady wages will help meet the earnings change measure.  
For Youth participants the “entered employment” goal is expanded to include post secondary education and advanced training.  Thus, follow-up efforts for youth during the first quarter should focus on employment retention or continuing education or advanced training, as appropriate.  Youth participants can be exited after entering post-secondary education.  Long-term retention, keeping Youth active in WIA until employment after post-secondary, is not necessary for successful program outcomes.  
ADULT & DISLOCATED WORKER Common Measures
Exclusions from Common Measures - Participants who exit from services for reasons identified below are excluded from USDOL’s Common Measures.
· Institutionalized - A participant residing in an institution or facility providing 24-hour support such as a prison or hospital and is expected to remain in that institution for at least 90 days.  Individuals with disabilities residing in an institution, nursing home, or other residential facility cannot be excluded under this definition.
· Health/Medical or Family Care - a participant receiving medical treatment that precludes entry into unsubsidized employment or continued participation in the program or providing care for a family member that precludes entry into unsubsidized employment or continued participation in the program. This does not include temporary conditions expected to last for less than 90 days

· Deceased - a participant is no longer living

· Reservists called to active duty (includes National Guard) – a participant that is a reservist called to active duty for at least 90 days

· Relocated to a residential or non-residential program (applies to youth only) -a youth participant who is the foster care system, or any other mandated residential program, and has moved from the area as part of such a program or system
· Invalid or missing SSN – A participant does not voluntarily provide a valid social security number
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SUPPLEMENTAL REPORTING FOR COMMON MEASURES 
Unemployment Insurance wage records are the primary data source for tracking entered employment, employment retention and earnings average for USDOL’s Common Measures. If individuals are not found in any of these wage record sources, states may provide supplemental data for the entered employment and employment retention performance measures.  
Supplemental Data Sources and Documentation


1.
Employment

While the majority of those employed in the state’s workforce are “covered” and included in UI wage records, certain types of employers and employees are excluded by Federal unemployment law standards or are not covered under the state’s UI law.  “Uncovered” employment typically includes some out-of-state employment, self-employment, some agricultural employment, and some employment where earnings are primarily based on commission. 

USDOL requires that all data and methods to supplement employment data must be documented and subject to audit.  A telephone response from program participants, their employers, etc. is documented and accompanied by a W2 form, pay stub, 1099 form, or other written documentation when available.  Telephone verification of employment with employers is also acceptable, but must be documented in the participant’s case notes and in the automated on-line report developed for this purpose.  For self-employed individuals, telephone verification with major clients/contracting entities is also acceptable, but must be documented as outlined above.  For all employment measures, the documentation must reflect employment status for the first, second and third quarters after exit.  

2.
For Youth, Placement in Military Service, Post Secondary Education and Advanced Training/Occupational Skills Training or the Attainment of a Degree or Certificate 
All data and methods must be documented and are subject to audit.  A telephone response from the program participant regarding the outcome is accompanied by written documentation such as a degree, certificate or other written documentation.  Telephone verification with the institution responsible for the activity (i.e. schools, military, and apprenticeship program) is acceptable but must be documented in the participant’s file and reflected in the appropriate program (WIA/NEG/TAA) Management Information System.

For youth participants, the receipt of the training credential must be documented by the end of the third quarter.  For youth placement into postsecondary education or advanced training, the documentation must reflect participation by the end of the first quarter after exit.  
3.
Identifying Participants Who Require Supplemental Reporting

USDOL requires that supplemental data must be recorded within 30 days after the individual was found to have no wage record files.  The Idaho Department of Labor provides WIA service providers with Data Quality Reports that identify program exiters who have not been found in the wage records.  If the program case manager has not already acquired or provided the appropriate documentation, the case manager contacts the participant to obtain the necessary documentation. 

Data Sources 
Any employment-related measure uses wage records as their primary data source.  This pertains to 4 of the 6 common measures with the exception of the Youth Attainment of Degree/Certificate and Youth Literacy/Numeracy measures.  The "Youth Placement in Employment or Education" measure also utilizes wage records, even though employment is only a part of the measure.  Below is a summary of the data sources that WIA programs must obtain in order to determine their level of performance.
	Performance Measure
	Data Source (s)

	Adult & Dislocated Worker Entered Employment Rate
	Wage records and supplemental data sources

	Adult & Dislocated Worker Employment Retention Rate
	Wage records and supplemental data sources

	Adult & Dislocated Worker Average Earnings
	Wage records only 

	Youth Placement in Employment or Education
	Wage records and supplemental data for placement in employment or military; Supplemental data -administrative records for placement in education or training

	Youth Attainment of Degree or Certificate
	Supplemental data -Administrative records

	Literacy/Numeracy Gains
	Supplemental data -Assessment instrument


PARTICIPANT RECORDS RETENTION AFTER EXIT 
Note: The following document submission and retention policies are currently under review.  
To ensure compliance with federal records retention requirements, WIA providers must scan and submit participant exit documents as outlined below. The WIA-02 Checklist may prove helpful in this process.

Non-IDOL providers may scan files to a disk or CD and mail them to WIA Records in Boise.  Since participant files contain Social Security numbers and other sensitive data, cannot be submitted via e-mail.

IDOL offices may scan and save files to secure shared drives by following local office scanning instructions for creating a PDF document.  Note:  once files are renamed and moved from a local office share drive to the WIA drive, they should not be moved or changed.  

Timeframe

Upon completion of the 12 month follow-up period, the case manager will scan any documents that were not previously mailed or scanned and submit an electronic file to the WIA Drive for the WIA Grants Management Unit (WIA-GMU) to review.  This process must be completed within ten (10) working days following the twelve month follow-up period for IDOL providers and 10 working days after participant exit for non-IDOL providers to ensure a timely review of exit documents and to comply with WIA contractual requirements.

Naming Files

To allow for consistency and ease in archiving records, all case managers should name and save files as follows:

· For enrollment: Last name (space) last 4 digits of SSN (space) enrollment documents Example:  
Smith 1234 enroll 

· For exit: Last name (space) last 4 digits of SSN (space) exit documents 


Example: Smith 1234 exit
· For all other documents including additional documents requested by the WIA Grants Management Unit: Last name (space) last 4 digits of SSN (space) description of document 


Example: Smith 1234 OJT Contract.

Reminders and Tips
If a participant file contains documents that are double sided, make a copy of each side and incorporate them into the file before scanning the document.  

Use only white paper and copy small items to a standard sheet of 8-1/2 x 11 paper rather than tape.  Please note colored paper, tape and most highlighter colors do not scan well.  If/when a highlighter is used, please use yellow. 

As noted in the example above, other documents such as OJT contracts, job descriptions, internship agreements, etc., can be scanned and submitted over the course of the enrollment.

Active participant payment documents such as the WIA-04 and invoices, payroll forms such as W-2’s and timesheets cannot be submitted via scanning and must be mailed directly to WIA Payroll.

Please check files for completeness prior to scanning.  Inserting corrected forms and omitted documentation may require the case manager to re-scan an entire file in order to ensure all proper documents have been included.

If a document was previously mailed or scanned and submitted to the Central Office (WIA Grant Management Unit, Accounting or TRA/TAA) it should not be resubmitted as a scanned document.  

Document Retention 

After scanning a file or document, the case manager should retain the hard copy until the participant’s name is cleared from the Exit Document Tracking Report under the WIA MIS DQRs.  The Grants Management Unit (GMU) will review scanned records to confirm receipt of all required exit documentation and will contact the case manager if additional documentation is required.  The GMU will remove the name from the DQR to indicate that documentation is complete and retention of the hard copy is no longer necessary
The case manager should adhere to established policies regarding disposal and destruction of confidential records and ensure records are not discarded in trash bins, recycling containers and/or other publicly accessible locations.  Staff should make all reasonable efforts to prevent confidential records from being obtained and misused for any unauthorized or unlawful purpose.

Reasonable efforts to ensure confidentiality and security of documents include, but are not limited to the following:

1. Documents to be discarded must be destroyed in such a manner as to ensure that the information contained on the records is unidentifiable.

2. Documents must be destroyed in a secure location.

3. If document destruction services are procured, a written agreement to adhere to the standards contained in this announcement must be available for review.

EXHIBIT A
	Type of Certification
	
	Examples

	Educational Diplomas, Certificates

(typically for one academic year or less of study)
	Conferred by a college, university or post-secondary education institution.

	e.g.  Automotive Technician (one-year Technical Certificate from CWI)



	Educational Degrees

(typically 2 – 4 year programs of study)
	Conferred by a college, university or post-secondary education institution.


	e.g.  Associate’s  Bachelor’s, Master’s and Doctor’s degrees.   



	Registered Apprenticeship Certificates


	Issued by the Registration Agency
	e.g. Electrician,  Line Repairer, welderfitter, etc.

	Occupational Licenses 
	Typically granted by Federal, state or local governmental agencies 

	e.g. Cosmetologist: License issued by Bureau of Occupational Licenses

	Industry-Recognized or Professional Association 
	
	e.g.  

-Flagging

-Network+ Certification from Computer Technology Industry Association (Comp TIA)
-National Institute for Automotive Service Excellence certification


	Other Skill Certificates for specific skill sets or competencies within one or more industries or occupations 


	
	e.g. 
-CPR

-Writing,
- Leadership
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