
 

    
 

NUMBER: WIOA B16-01 SUBJECT: Technical Assistance Process 

                                                                       

                                                                    

DATE: 01/11/2016 EFFECTIVE DATE: Immediately 

 

 

TO: LOS ANGELES COUNTY AJCCS OPERATING WORKFORCE INNOVATION 

AND OPPORTUNITY ACT (WIOA) ADULT AND DISLOCATED WORKER 

PROGRAMS 

                     

“This Bulletin supersedes Bulletin ADW B14-02” 

        

                      

PURPOSE:  

This bulletin provides the updated Technical Assistance (TA) process for WIOA Adult and 

Dislocated Worker programs. 

 

 

SCOPE: 

Los Angeles County America’s Job Center of California (AJCC) system received the 

Program Year (PY) 2015-16 TA schedule during the LA County CSS WIOA Quarterly 

Contractors Meeting on October 29, 2015. Please note, the TA schedule has been revised 

and the updated document is attached to this bulletin (Attachment A). LA County may 

schedule additional visits based on need.  For PY 2014-15, the TA process was updated to 

include an interview with AJCC management, a facilities walkthrough, and an in depth 

customer file review. This process will continue for PY 2015-2016 with updates to reflect 

changes brought on by WIOA.    

 

The interview with AJCC management will include a review of staffing levels for various 

program services, performance, expenditures, and general agency operations.  We will 

review signage, Americans with Disabilities Act (ADA) compliance, and general facility 

aptness during the walkthrough. Customer file review will include WIOA eligibility and 

review of WIOA services including, but not limited to, Supportive Services, Training, 

Individual Employment Plan (IEP) and other services provided. CSS WIOA AJCC 

Operations Division will assess overall agency suitability within our system based on these 

reviews and make recommendations if needed. 
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This enhanced process will enable LA County to identify areas of concern in contract 

noncompliance, inadequate facilities, and disallowed costs. This is necessary and essential 

to assist all AJCCs in maximizing services in the most effective manner.   

 

Below is a step by step overview of the TA process: 

 

 First Visit 

o AJCCs will receive the requested list of files by close of business the day 

before the scheduled visit. 

o Upon arrival, LA County WIOA AJCC Operations Division staff  TA Team will 

meet with AJCC staff to address any questions or concerns. 

o TA Team will review program files using the Technical Assistance Checklist 

(Attachment B). 

o TA Team Lead will review the WIOA Administrative Review Checklist 

(Attachment C) with AJCC Executive Director and/or Program Manager. 

o At the end of the review, TA Team will meet with AJCC staff to review the 

major issues identified. 

o A TA letter will be sent to the AJCC Executive Director within 5 business 

days highlighting the issues identified during our visit. 

o TA letter may include a request for a Performance Enhancement Plan (PEP) 

within 7 business days (if needed). 

 Second Visit 

o Follow up visit with agency (based on PEP response, if applicable). 

o Referral of the matter to Contracts Compliance and Contracts Management 

Divisions if issues still persist at the AJCC (if applicable). 

 

In addition to the visits scheduled by LA County, AJCCs may request additional assistance 

by sending a request to wioaops@css.lacounty.gov. 

 

 

EFFECTIVE DATE: 
Effective immediately upon release. 
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Los Angeles County Community and Senior Services 
Workforce Innovation and Opportunity Act 
America’s Job Center of California (AJCC) 

 Administrative Review Checklist 
PY 2015-16 

 
 

AJCC Name:  Hours of Operation:  

Executive 
Director: 

 
Adult & Dislocated Worker 
Program Manager: 

 

 

 

Interview with Agency Management 
 

 

 

 

 

 

 

Business Services Representative Name(s): 
 
 

Limited English Proficiency (LEP) Coordinator Name(s): 
 
 
AJCC Primary Language Needs: 
 
 
How do you handle language needs, including sign language, not within your AJCC’s primary languages? 
 
 
 

Americans with Disabilities Act (ADA) Coordinator Name(s):  
 
 
What is the referral process for customers with disabilities (through partnership or provision of information)?  
 
 
 

Rapid Response Liaison Name(s): 
 
 

Management Information Systems (MIS) Administrator Name(s):  
 
 

Are Memorandums of Understanding (MOUs) Current?  Yes    No 
 
If no, why not?  What is the expected date of completion?  
 
 

Is performance on track?   Yes   No  
 
If no, what measures are being taken to ensure performance is on track?  
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Are expenditures on track?  Yes   No 
 
If no, what measures are being taken to ensure expenditures are on track? 
 

How does the AJCC market its services to businesses? 
 
 
 
 

How are employers and customers “brought together”? 
 
 
 
 

Does the AJCC offer training and/or educational programs for employees? 
 
 
 
 

Does the AJCC provide opportunity for promotions within the organization? 
 
 
 
 

Is there a Title V representative on site and does the representative serve as an advocate for older Americans? 
 
 
 
 

Are partners truly included in Continuous Quality Improvement (CQI) processes?  
 
How?  
 
 
 

What is the composition of the CQI Team? 
 
 
 

Is information shared with all staff from management to line staff (CQI, operational processes, program updates, 
etc.)? 
 
How? 
 
 
 

Is staff empowered to make decisions as part of the CQI process? 
 
How? 
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Facility Walkthrough 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WIA Equal Opportunity is the Law Posting (Dated 5/2011)  
WIA Grievance and Complaint Procedures Posting (Dated 5/2011) 

 Yes      No 
Yes      No 

Exterior signage?  Yes      No 

Disabled parking spaces in close proximity to Center and appropriately labeled?  Yes      No 

Access to facility (ADA Compliance)?  Yes      No 

Ramps at emergency exits?  Yes      No 

Appropriate signage in resource room (including Braille and primary service languages)?  Yes      No 

Telephones, Fax, and UI line in resource room?  Yes      No 

TTY line(s) and number:  Yes      No 

Number of computers in resource room: 
Number of printers in resource room: 

 Yes      No 

Assistive technology (software/hardware) including JAWS, Dragon, etc.  Systems must 
function through voice activation and operate without a mouse. 
 
 

 Yes      No 

Resource literature (housing, clothing, childcare, agencies serving persons with mental and 
physical disabilities, etc.). 
 
 
 

 Yes      No 

Resource literature in languages other than English?  Yes      No 

Comment cards?  Yes      No 

Mission / Values Statement posted?  Yes      No 

Clothes Closet?  Yes      No 

Restrooms are clean and ADA Compliant?  Yes      No 
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Certification of Review 
CSS REPRESENATIVE NOTES: 

 

All Requirements Met:               Yes           No 

 
NOTES: 
 
 
 
 
 
 
 
 

 
________________________________________                                       ____________________________________                 ___________________ 
CSS REPRESENTATIVE PRINT NAME                                                               SIGNATURE                                                                           DATE 

                                                 
                                                                      Last Updated: 1.08.16 

Business Services Room                                                                                                                   Yes      No 

 Computer(s) 
 Printer(s) 
 Copier(s) 
 Telephone(s) 
 Fax machine 
 Resource materials (including literature on services to business, tax credits, 

information on local Chambers of Commerce, etc.) 

 Yes      No 
 Yes      No 
 Yes      No 
 Yes      No 
 Yes      No 
 Yes      No 

 


