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PREFACE

This manual replaces the Local Employment Services Office (LESO) Evaluation of Services to Veterans Operations Manual dated November 1989.

This manual is intended to provide guidance to Directors for Veterans’ Employment and Training (DVETs) in the performance of their oversight responsibilities.  While this is a responsibility of VETS, DVETs are strongly encouraged to work together with their state representative throughout the entire assessment process. 

This manual has been produced following the passage of P.L. 107-288, Jobs for Veterans Act, which fundamentally changes the manner in which veterans are provided employment assistance by VETS and State Workforce Agencies. 

This manual also incorporates the findings of recent General Accounting Office (GAO) reports on VETS monitoring efforts, the best features of several VETS Regional Evaluation Manuals, and Assistant Secretary of Labor for Veterans’ Employment and Training (ASVET) guidance.  

Key criteria that have impacted on the design and content of this manual include:

· Passage and implementation of the Workforce Investment Act (WIA) that has and will continue to significantly change service delivery of employment services.

· Elimination of the previous 14 Veterans Performance Standards.

· Implementation of new performance measures on services to veterans by the public labor exchange.

· Emphasis on performance outcomes verses measuring of services provided and resulting changes in the electronic means and formats to capture this data.

· Emphasis on self-assessments at the state and local level.
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CHAPTER 1

INTODUCTION

History

The Office of the Assistant Secretary for Veterans’ Employment and Training (OASVET) was established by Secretary’s Order No. 5-81 in December 1981. The bipartisan Congressional intent was to establish leadership of the Department of Labor’s programs for services to veterans at the policy-making level, and thereby help to ensure that Congressional mandates for an effective (1) job and job training counseling service program, (2) employment placement service program, and (3) job training placement service program for eligible veterans are carried out by the Department.
Vision

The Veterans’ Employment and Training Service (hereinafter VETS) Vision Statement is:  


Mission

The VETS’ Mission Statement is:  

These two statements of commitment and intent underpin a sense of purpose that identifies technical assistance needs and ensures that technical assistance is offered in an anticipatory manner to avoid deficient performance.  Alleviating the unemployment and underemployment of veterans is a national priority.  VETS’ goal is to provide maximum employment and training opportunities for veterans, with priority given to certain targeted groups.  This goal should be accomplished by coordinating an environment that fosters the merger of traditional and new methodologies.

Jobs For Veterans Act

On November 7, 2002, Public Law 107-288, the Jobs for Veterans Act (hereinafter referred to as PL 107-288) was enacted, to modify Chapter 41 Job Counseling, Training, and Placement Service for Veterans and Chapter 42 Employment and Training of Veterans of Title 38 of the United States Code (38 U.S.C. 41 and 42).  The intent of this legislation is to amend the prescriptive legislation previously governing the provision of employment and training services to veterans and to modernize and integrate these services into the present Workforce operating systems.  The legislation, in effect, establishes a partnership between the State Workforce Agencies, and the Department of Labor.

Our guidance is outlined in Title 38 of the United States Code §4102A (6) and (7), which states:

“[The Secretary shall] … monitor and supervise on a continuing basis the distribution and use of funds provided for use in the states . . .Establish and update as appropriate, a comprehensive performance accountability system (as described in subsection (f)) and carry out annual performance reviews of veterans employment, training, and placement services provided through employment service delivery systems, including through disabled veterans’ outreach program specialists and through local veterans’ employment representatives in States receiving grants, contracts, or awards under this chapter.”

Meeting the requirements and intent of this law will require a change in the way VETS performs its mission.  In coordination with the State, VETS’ goal is to seamlessly transition from an inspection, compliance, and enforcement focus toward a more cooperative technical assistance, training, and program review process.  This Technical Assistance Guide will assist VETS Staff, working in partnership with their States, to maximize employment opportunities for veterans.


[image: image1]
CHAPTER 2

PARTNERSHIP / COORDINATION / PROCESS

PARTNERSHIP / COORDINATION

Partnership can be defined as a relationship between individuals or groups that are characterized by mutual cooperation and shared responsibility, for the achievement of a common goal.  In this case, the relationship between VETS staff and the State is for the achievement of veterans’ success in the 21st century work force. Working with the State, VETS can maximize employment opportunities for veterans, while meeting labor market demands.

Working with the States in developing the required State Veterans’ Services Plan (hereinafter referred to as the State Plan) is the first step toward solidifying the relationship.  In accordance with Title 38 U.S.C., §4102A(c), each grant recipient must have an approved State Plan.  

The State Plan describes the manner in which the States will provide or facilitate the provision of employment, training, and placement services for veterans.  This plan outlines procedures that can be taken by States to ensure program stability and coordination regarding services to veterans.  

All communications between VETS and the SDP’s will be made through the appropriate State channels.  This may represent a change for some States.  The new approach is to always communicate with the State first and then together communicate with the SDP. Establishing and maintaining a coordinated working relationship will ensure achievement of mutual goals, and a continuum of communication will be the basis for this ongoing partnership.

The self-assessment process is designed to encourage coordination and integration of the State Plan and will validate those services being provided at the SDP.

For the purposes of this Self-Assessment, a Service Delivery Point (SDP) is defined as any workforce development delivery point where Department of Labor funds are allocated to provide employment and training to veterans, as determined by the State Administrator and the DVET.

OVERVIEW OF PROCESS

ASSESSMENT PROCESS

1.
Meet with the state representative and customize the questionnaires to fit the local situation.

2.
Establish with the state a schedule for distribution of the assessment questionnaires 

3.
States should distribute the questionnaires with an appropriate cover.  .

4.
When questionnaires are returned through state channels to the DVET, review the questionnaires and schedule a meeting with the state representative to discuss results.

5.
Provide/arrange for technical assistance or training, if needed.

6.
Prepare an appropriate close out letter to the state for the each SDP assessment.  

VALIDATION PROCESS

1.
Determine local centers to be validated.

2.
Meet with the appropriate state representative to plan validation schedule.

3.
Invite the state representative to be part of the validation process.

4.
States should notify appropriate local centers of the schedule.

5.
Conduct on-site validation.

6.
Analyze the results of the validation.

7.
Meet with state representative to discuss results.

8.
Prepare an appropriate close out letter to the state. 


CHAPTER 3

ROLES AND RESPONSIBILITIES

In order to solidify the relationship with the State in the assessment process, roles and responsibilities for both VETS and the States must be clearly defined.  The roles and responsibilities listed below are merely a guideline for use when working together; they can be modified to meet the needs at the individual state level.  Since the assessment process is the responsibility of the DVET, the roles and responsibilities listed below for the state representative are only an example of how the process can be accomplished through partnership.  There are duplicate roles and responsibilities.  The duplication signifies a role or responsibility that should be completed jointly. 

State Representative Responsibilities:

· Serve as the point of contact for all self-assessment activities.

· Coordinate all review activities within the State.  

· Provide all reports and access to records pertinent to the State assessment.

· Facilitate self-assessments.

· Review and analyze reports and completed self-assessments.

· Conduct validation assessment reviews along with the DVET (as defined in Chapter 9).

· Provide or arrange for technical assistance on matters identified in the course of the assessment process.

· As appropriate, provide training based on the results of the self-assessment.

Director for Veterans Employment and Training (DVET) Responsibilities:

· Coordinate all review activities within the State with the state representative.  

· Facilitate self-assessments.

· Review and analyze reports and completed self-assessments.

· Conduct validation assessment reviews (as defined in Chapter 9).

· Recommend courses of action to be taken when issues are identified through the self-assessment process.

· Provide or arrange for technical assistance on matters identified in the course of the assessment process.

· Provide training, as appropriate, based on the results of the self-assessment.

CHAPTER 4

ELEMENTS OF ASSESSMENT

The assessment covers the nine areas listed below.  An explanation is provided for each.  In general, the assessment elements mirror the requirements of the State Plan submission that are part of the state grant agreement.  The assessment is conducted to:

· Identify best practices

· Ensure that the approved State Plan is being effectively implemented

· Identify areas where technical assistance and training can be provided to improve the provision of  services to veterans 

I. Priority of Service:  The assessment process will only address priority of service in the employment service delivery system.  This assessment process will not cover priority of service in all Department of Labor funded employment and training programs as identified in Title 38 USC, 4215.  Priority of service in all other Department of Labor programs will be addressed by the Department.

II. Integration / Coordination:  As part of the State Plan, the State must discuss the procedures it will take to ensure program integration and coordination regarding services to veterans, to include:

· A description of how the DVOP and LVER program functions are integrated into the delivery of services to veterans within SDPs and other locations at which mediated labor exchange services are provided. 

· A description of how the State will make optimal use of the services of other providers in the State to enhance the employability and placement of veterans who seek employment and training-related services.

III. Target Populations:  The State Plan will address the prevailing labor market conditions in the State, the representation of veterans in the State’s civilian labor force and among individuals who claim unemployment insurance benefits, and the current and projected employment opportunities and outlook for veterans in the State.  The State will also be required to describe any special populations of veterans it will target in addition to those populations selected by the Assistant Secretary for Veterans’ Employment and Training (ASVET) for services in accordance with the service priorities prescribed in section 4103A (a) (1) (2) of Title 38, as amended by P.L. 107-288.

IV. Outreach:  The State Plan will describe major industries and the core skills necessary to gain employment with these industries, and available training to assist veterans to obtain such employment.  The State Plan will also include a description of activities designed to develop and promote maximum job and job training opportunities for job-ready veterans.  The State Plan will also explain how activities such as outreach and public information will be used to inform veterans of the employment, job training, on-the-job training and educational opportunities available to them under Title 38 of the United States Code.

V. Other Programs:  The State Plan will describe how services to veterans will be provided outside of the State’s publicly funded workforce delivery system (e.g. Transition Assistance Program (TAP) workshops for separating military or transitioning service members and their spouses or for homeless veterans, particularly through any Homeless Veterans’ Reintegration Programs that operate in the State).  The State Plan will also cover the process that will be employed to maintain, monitor, and report compliance with Title 38, Section 4212, concerning employment of veterans with respect to federal contracts.

VI. Incentives:  The State Plan will describe the manner in which incentive funds will be utilized. This element will only be addressed at the State level and will not be part of the local self-assessment process.
VII. Roles and Responsibilities:  The State Plan will include a description of the duties the State assigns to each DVOP specialist and the State’s strategy on how DVOP specialists will be integrated into the workforce system, to provide intensive services to veterans, in accordance with the following order of priority:

1.
Special Disabled Veterans [as defined in Title 38 Section 4211(1)];

2.
Other Disabled Veterans [as defined in Title 38 Section 4211 (3)]; and

3.
Other eligible veterans in accordance with the priorities determined by the Secretary of Labor taking into account applicable rates of unemployment and the employment emphases set forth in Chapter 42 of Title 38 United States Code.   

The State Plan must also include the State’s strategy for placing maximum emphasis, by DVOP specialists and other staff, to meet the employment needs of those veterans who are considered economically or educationally disadvantaged in the local labor market, as well as a description of how intensive services will be provided to the veterans described in Section VII 1, above, or facilitated by DVOP specialists, inclusive of coordinated services delivered by other service providers.

The State Plan will include a description of duties that the State assigns to the LVER position, to include a discussion of the roles and responsibilities and general identification of the locations to which LVER staff will be assigned, to provide or facilitate the provision of employment services to veterans, in accordance with the following principal duties:  

1. Conduct coordinated outreach to employers, to assist veterans in gaining employment; establish job search groups and job search workshops; and conduct seminars for employers.

2. Facilitate employment, training, placement, and educational services, under the State employment delivery systems.

VIII. Filling Positions:  The State Plan will also address the procedures the State will use to ensure that, to the maximum extent possible, qualified veterans are employed to carry out the services described above, and how preference will be given in the following, prescribed order:

1. Qualified service-connected disabled veterans;

2. Qualified eligible veterans; and

3. Qualified eligible persons.
IX. Performance and Outcomes:  Each State has negotiated grant based performance measures, as well as labor exchange performance measures on services to veterans.  The assessment will address the progress towards meeting the negotiated goals.   

CHAPTER 5

BACK-UP DOCUMENTATION

After receiving the completed self-assessments, VETS staff should use back-up documentation to verify the information provided.  The following is a list of example scenarios and an outline of the information gathered with these reports.  The reports listed are representative. In some states the example reports may not be available however, they may have other reports which may be applicable. 

VETS 200

VETS 200 LVER / DVOP Quarterly Report:

1.
Required State Workforce Agency (SWA) Quarterly Activity Report;

2.
Rolling four quarter report;

3. Indicates type of service and number of individuals served, including a break-down of veterans groups, by LVER / DVOP staff on a statewide basis;

4. Allows VETS staff to determine if there is any reported non-veterans activity by DVOP staff.


These reports are required at the State level, but may or may not be available at the local level.

ETA 9002

1.
Required SWA Quarterly Report

2.
Rolling four quarter report

3. Indicates types of services and number of veterans served by all SWA staff on a statewide basis, including a breakdown of veterans groups.

4. Enables VETS staff to determine an approximate number of veterans served by other than DVOP / LVER staff. 


State Directives

Mechanisms by which SWA management provides policy / guidance to field staff including Wagner Peyser / WIA / Workforce Center Staff.  

· SWA Directives should be available to DVET upon issuance.

· State Directives should follow requirements of Special Provisions of the Grant, Veterans’ Program Letters (VPLs), and all other applicable VETS Directives.

· DVETs should review State Directives to ensure accuracy and compliance with VETS Policies and Procedures.


State Office Reviews

Some States conduct assessments of the operations and will publish written reports.  

These reports usually identify “Best Practices” “Areas of Concern” and “Compliance Issues.”

These reports often focus on SDPs and provide a wide range of information.

· DVETs should work with the State representative to offer technical assistance and guidance in preparation for their self-assessments.

· DVET should participate in developing published reports. 

· DVET should utilize findings as a tool to assist in their State / Local self-assessments,


Manager’s Report on Services to Veterans

1. Required Quarterly Activity Report;

2. Non-Cumulative quarterly  report

Information available in the Manager’s Report on Services to Veterans should provide a snapshot of Veterans’ services at the local level.  Below is a listing of both required and suggested content. 

 REQUIRED CONTENT

A. Time period covered: Program Year and Quarter addressed by the Report.

B. Area:  Name and location or description of service delivery point or area to be addressed  by the Report.
C.
Report Author:  Name of individual(s) who is primarily responsible for the preparation and/or submission of the Report.

D.
Chapter 31 (VR&E) Activity: Number of cases opened and closed, entered        employment rate, and/or other relevant information related to Chapter 31 activity.

E.
Report Narrative: Address the following questions in narrative form, using any relevant information available to support a complete analysis of activities within the area covered by the Report.

1.  Explanation of One-Stop processes and activities:  

a. What One-Stop processes and activities are conducted in the area addressed? 

b.
How is veterans’ priority observed with regard to intake, job referral, and/or other One-Stop activities?  Include analysis of compliance with the provision of priority of service in the Public Labor Exchange.

c.
How are DVOP and LVER staff integrated into workforce development processes?

2.  Outreach Activities: 

a. How have outreach activities been conducted? (i.e., seminars/career days, public relations contacts, media releases, etc.)

b. How have outreach activities been targeted to the intended audiences? (i.e., employers, veterans, veterans’ services organizations, community-based organizations, etc.)

c. What is the intended result of these activities, and what assessment, if any, can be made of their impact? 

3. Additional comments:

a. What services, if any, have grant staff provided to non-veterans?  Explain.

b. Are there significant actual or anticipated staffing issues, such as staff turnover?

c. Does the Manager and/or other grant staff wish to provide any additional comments?  (e.g. Are there any local economic and/or labor market conditions that could impact the State’s ability to meet its negotiated performance goals?) 

SUGGESTED CONTENT 

Success stories/Best Practices:  Describe any notable successes, and explain how any best practices may have contributed to the successful outcome.
Special Projects:  Describe and assess any new or unique DVOP/LVER projects, accomplishments, or other initiatives undertaken. 
Other LVER activities:  Describe any other LVER activities performed this quarter not previously addressed, such as career workshops, etc.


SF 424 A

This form is designed so that the States can apply for funds from one or more grant programs.  In preparing the budget, the State must adhere to existing Federal grantor agency guidelines that prescribe how and whether budgeted amounts should be separately shown for different functions or activities within the program.  Sections A, B, C, and D should include budget estimates for the whole project, except when applying for assistance that requires Federal authorization in annual or other funding period increments.  In the latter case, Sections A, B, C, and D should provide the budget for the first budget period (usually a year) and Section E should present the need for Federal assistance in the subsequent budget periods.  All applications should contain a breakdown by the object class categories shown in Lines a-k of Section B.

This required Form captures data on the following services:

1. DVOP / LVER

2. Incentives

3. TAP

An analysis of this report can verify that the money is spent in accordance with the grant agreement.

State Plan

As required by Title 38 U.S.C., §4102A , each State is required to submit an annual State Plan, to receive DVOP/LVER Veterans Grant.  


Veterans’ Program Letter (VPL)

Periodically, the Office of the Assistant Secretary of Labor disseminates policy and or guidance via a document called a Veterans’ Program Letter (VPL), for Veterans’ Employment and Training.  State officials as well as state staff are the recipients of this correspondence.

Quarterly Technical Performance Report (TPR)

As part of the grant agreement, the State is required to submit a quarterly technical performance report, which addresses both performance and expenditures.

Time Charges

There are many State level reports (that may or may not be available) that identify time charging to DVOP / LVER Programs, both by individual activity and location. Report numbers refer to FARS system designations. 

a. 61 “Time Distribution Report.” Report is generated monthly.  Shows time distribution by activity code and location.  Additionally, breaks-out personal services and benefits (PS / PB) from overhead cost.

b. 12 “Activity Positions and Costs” monthly and cumulative costs by project, function and fund ledger, segregated by personal services, benefits and non-personal services.  Also shows monthly and cumulative position equivalents by project and function.

c. 13 “Activity Position and Costs” same as the 12 except shows the data by cost center.

d. 14 “Fund Ledger Allocation Report” monthly report showing direct, allocated AS&T, and cost center overhead allocations by fund ledger.  Also, shows expenditures by object of expenditure codes.

e. 14a “Fund Ledger Allocation Report” same as the 14 except cumulative.

f. 17 “Status of Obligation Authority” shows current month and cumulative expenditures by fund ledger.  Also, shows encumbrances, cash received, spending authority and remaining fund balance.  Expenditures are shown in general categories (not as much detail as the 14 and 14a).

Each State may have its own version of the above noted Reports.  DVETs should become familiar with cost accounting system and terminology for their State.


CHAPTER 6

ANALYZING PROGRAM DATA

The following descriptive listing of documents can be referred to for substantiation of the data reported in the State Assessments.  Each may or may not be available monthly or required.  

ETA-9002 Analysis

The ETA-9002 reports are now capturing outcomes by using wage record sweeps.  For VETS, this data will greatly assist in determining how many veterans, using SWA services, entered employment following staff-assisted services and how many retained employment. This data is scheduled to be available in incremental steps.

.

The ETA 9002 report will provide information on services provided and outcomes on both veterans and non-veterans.  

Formula / Computation 

Priority of service is very broad, but the below computation can be used for all of the services and outcomes:

ETA 9002 A  – Line 1, Column A provides the total number of applicants.

ETA 9002 B  – Line 1 Column A4 provides the total number of veterans and other eligible applicants.

Subtracting the number of veterans and other eligible from the number of total applicants gives you the total non-veteran applicants.

ETA 9002 A – Line 15, Column A provides the total number of applicants referred to employment.

ETA 9002 B – Line 7, Column A4 provides the total number of veterans and other eligibles referred to employment.

Subtracting the number of veterans and other eligibles referred to employment from the total number of applicants referred to employment gives you the total number of non-veterans referred to employment.

To determine the rate of referral to employment, divide the number of referrals to employment by the number of applicants for each individual group.

For example:  The total number of applicants is 1000.  The total number of veterans and other eligibles is 350.  The number of non-veteran applicants would be 650 (1000-350=650).  The number of applicants referred to employment is 900, the total veterans and other eligibles referred to employment is 300, thus the total non-veterans referred to employment would be 600 (900-300=600).

To determine the rate of referral for applicants, divide the number of referrals by the total to get .90 (900/1000=.90).  90 percent of all applicants received a referral.

To determine the rate of referral for veterans and other eligible applicants, divide the referrals by the total to get .857 (300/350=.857).  In other words, 85.7 percent of veterans and other eligible applicants received a referral. 

To determine the rate of referral for total non-veteran applicants, divide the referrals by the total to get .92 (600/650=.92).  In other words, 92 percent of non-veterans received a referral.     

Significance of Data 

With the above example, 92 percent of non-veterans received a referral to employment, or a higher percent than veterans and eligible persons. It would appear that priority of service, especially priority of referral is not being observed.  By using the same formula above for other services and outcomes, the determination can be made if priority of service is being implemented.

This numerical process alone does not necessarily address the qualifications of the veterans’ population or the desirability of available jobs relevant to the veteran population. Further assessment of the process should be conducted, for example, compare the openings received on the 9002E with the SOC codes of available veterans to determine the potential for matching veterans’ skills with available openings. 

The specific line items to be compared and analyzed are:

ETA 9002-B (Services to Veterans)

Veterans



Total Veteran Job Seekers


line 1, column 4 



Received Staff Assisted Services

line 4, column 4



Referred to Employment


line 7, column 4



Provided Case Management Services

line 10, column 4

Disabled Veterans



Total Disabled Veteran Job Seekers

line 1, column 16



Received Staff Assisted Services

line 4, column 16



Referred to Employment


line 7, column 16



Provided Case Management Services

line 10, column 16

ETA 9002-D (Performance Outcomes-Veterans)

Veterans



Entered Employment




line 1, column 4



Entered Employment Rate



line 3, column 4



Employment Retention at Six Months

line 4, column 4



Employment Retention at Six Months Rate 

line 6, column 4



Entered Employment Following  

Staff Assisted Services   



line 7, column 4

Entered employment Following

Staff Assisted Services Rate 



line 9, column 4

Disabled Veterans



Entered Employment




line 1, column 16



Entered Employment Rate



line 3, column 16



Employment Retention at Six Months

line 4, column 16



Employment Retention at Six Months Rate 

line 6, column 16



Entered Employment Following  

Staff Assisted Services   



line 7, column 16

Entered employment Following

Staff Assisted Services Rate 



line 9, column 16

VETS-200 ANALYSIS

The VETS 200 report is, in effect, a sub-set of the ETA 9002 report.  However, analysis of the VETS 200 reports is important and will allow assessors to compare services and outcomes of grant staff (DVOPs / LVERs) as compared with other office staff or the state as a whole.  The assessor should review and verify the data from collected Self-Assessments (SDP, DVOP and LVER) to help understand the workload and performance outcomes of veterans served by selected staff. 




Formula / Computation

Ideally, the 200 (A) reports are available locally; in that case the individual SDP 200 (A) report should be used.  If SDP VETS 200 reports are not available, the assessor must rely on state roll-up VETS 200 reports in combination with SDP self-assessments and state office reviews.

200 (A) – Line 1, Column A is Total applicants (both veteran and non-veteran)

Line 1, Column B is Total Veterans and Other Eligibles

Subtracting Line 1, Column B from Line 1, Column A will result in the number of non-veterans served.  

To determine the degree or percentage of such service, divide the number of veterans served by the total number of applicants to get the percent of veterans.

The same goes for the percentage of non-veterans – divide the number of non-veterans served by the total number of applicants.

For example:  If the number of total applicants is 350 and the number of Veterans and other eligibles is 300, the number of non-veteran applicants is 50.  (350 – 300 = 50) 86% of the applicants served are veterans and other eligibles (300/350 = 86%) and 14% of the applicants are non-veterans (50/350=14%).

Significance of Data

If the percentage of non-veterans served by the DVOP is 1%, can it be attributed to a data entry error, or other issues?  However, if the percentage of non-veterans served by the DVOP is over 5%, additional follow-up work is required.  It would appear by the data that the DVOP is not being utilized in accordance with the grant agreement.   By using the same formula above for services and entered employment, the determination can be made if non-veterans are receiving the same level as veterans when served by the DVOP.

The specific line items to be reviewed and analyzed are:

VETS 200 (A) DVOP Quarterly Report 

Veterans



Total Veterans & Eligibles



line 1, column b



Received Staff Assisted Services


line 7, column b



Provided Cases Management Services

line 9, column b



Entered Employment




line 17, column b

Entered Employment Rate



line 19, column b

Employment Retention at Six Months

line 20, column b

Employment Retention at Six Months Rate

line 22, column b

Entered Employment Following

Staff Assisted Services



line 23, column b

Entered Employment Following

Staff Assisted Services Rate



line 25, column b

Disabled Veterans



Total Disabled Veterans 



line 1, column e



Received Staff Assisted Services


line 7, column e



Provided Cases Management Services

line 9, column e



Entered Employment




line 17, column e

Entered Employment Rate



line 19, column e

Employment Retention at Six Months

line 20, column e

Employment Retention at Six Months Rate

line 22, column e

Entered Employment Following

Staff Assisted Services



line 23, column e

Entered Employment Following

Staff Assisted Services Rate



line 25, column e

Special Disabled Veterans

Total Special Disabled Veterans


line 1, column f



Received Staff Assisted Services


line 7, column f



Provided Cases Management Services

line 9, column f



Entered Employment




line 17, column f

Entered Employment Rate



line 19, column f

Employment Retention at Six Months

line 20, column f

Employment Retention at Six Months Rate

line 22, column f

Entered Employment Following

Staff Assisted Services



line 23, column f

Entered Employment Following

Staff Assisted Services Rate



line 25, column f

VETS 200 (B) LVER Quarterly Report

Veterans



Total Veterans & Eligibles



line 1, column b



Received Staff Assisted Services


line 7, column b



Provided Cases Management Services

line 9, column b



Entered Employment




line 17, column b

Entered Employment Rate



line 19, column b

Employment Retention at Six Months

line 20, column b

Employment Retention at Six Months Rate

line 22, column b

Entered Employment Following

Staff Assisted Services



line 23, column b

Entered Employment Following

Staff Assisted Services Rate



line 25, column b

VETS 200 (C) DVOP / LVER Quarterly Report 

Veterans



Total Veterans & Eligibles



line 1, column b



Received Staff Assisted Services


line 7, column b



Provided Cases Management Services

line 9, column b



Entered Employment




line 17, column b

Entered Employment Rate



line 19, column b

Employment Retention at Six Months

line 20, column b

Employment Retention at Six Months Rate

line 22, column b

Entered Employment Following

Staff Assisted Services



line 23, column b

Entered Employment Following

Staff Assisted Services Rate



line 25, column b

SF 424 A Analysis

This form is designed so that application can be made for funds from one or more grant programs.  In preparing the budget, adhere to any existing Federal grantor agency guidelines, which prescribe how and whether budgeted amounts should be separately shown by function or activity.  Sections A, B, C, and D should include budget estimates for the whole project, except when applying for assistance which requires Federal authorization in annual or other funding period increments.  In the latter case, Sections A, B, C, and D should provide the budget for the first budget period (usually a year) and Section E should present the need for Federal assistance in the subsequent budget periods.  All applications should contain a breakdown by the object class categories shown in Lines a-k of Section B.

.




CHAPTER 7

INTERPRETING SELF ASSESSMENTS

VETS goal is to assess the quality and the level of services that veterans are receiving from the State public labor exchange. We need to ensure that all public labor exchange staff assigned to provide employment services are available to provide these services to veteran seeking employment and training services.  The second part of this goal is to assess the effectiveness of the LVER and DVOP programs and whether they are operating according to the approved State Plan.  VETS also wants to ensure that the assessment is fair, and makes every effort not only to point out areas of concern, but also to acknowledge policies and procedures that provide not only acceptable but also exceptional levels of performance and customer satisfaction.  The completed self-assessment should provide insight into the provisions of services to veterans.  Specifically, the self-assessments should be reviewed to determine if services to veterans by the SDP are:

1) Noteworthy due to the  achievement of exceptional performance through policies and procedures that should be identified as best practices 

2) Achieving a level of performance that meets the goals outlined in the State Plan.

3) Not achieving an acceptable level of performance and improvements/technical assistance are needed to meet an acceptable level of performance.

Possible recommendations/corrective action plans should be formulated to assist the state in taking the necessary actions. DVETs should address and follow-up on each problem area identified. 

Following are the SDP, LVER, and DVOP Self-Assessment Forms.  To assist you in interpreting the responses on the three self-assessments, a Rationale and an Analysis section are included after each question as explained below:

Rationale:
Why are we asking this question?

Analysis:
What additional questions should be asked?   How is the assessor going to use this information?   Does the information crosswalk with VETS’ guidance, policies, performance standards, and reports?   The assessor should always include recommendations, steps and/or corrective actions to solve problems encountered.  This should lead to reconciliation and an agreement on a final plan of action between the assessor and the individual responsible for the area of concern.

Service Delivery Point (SDP)

Self-Assessment
NAME OF CENTER:

_________________________________

SDP Manager / Director:
_________________________________

Date:
____________________________

1.        Grant Staff:


a.
Number of full-time LVERs:   __________

b.
Number of part-time LVERs:  __________

c.
Number of full-time DVOPs:  __________

d.
Number of part-time DVOPs: __________

Rationale:
We are verifying that the VETS funded staff are in the locations as stated in the grant staffing charts.   We also want to ensure that the statewide tracking system reports transactions for each funded staff correctly.

Analysis:
The information that we receive from each SDP should be crosswalked to the VETS 424 A, VETS 200s and the 9002 reports.   We will look at the VETS 424 A to see if the number of VETS funded staff and costs are in line with what is reported. The time allocation should crosswalk to the VETS 200s and 9002’s to ensure performance indicators are correct and the number of transactions and workload are appropriate.

.

2.     Program Directives and Oversight:

a. What Federal/State/Local directives are used which outline program requirements for services to veterans?  Identify / list them.

b. How do you ensure that 100% of the full-time LVER and DVOP time is spent serving veterans and 50% of the half-time DVOP and LVER time is spent serving veterans?

c. Describe the duties of the LVER(s) in the SDP.

d. Describe the duties of the DVOP(s) in the SDP.

Rationale:
We are verifying that the guidance and state policies that define the requirement of the grant and performance standards are being disseminated to all appropriate staff within the State.   We also want to ensure that all of the staff in each SDP understands priority of service and the roles and responsibilities of each VETS funded staff member.

Analysis:
Does the SDP have the:  Special Grant Provisions, VPLs, VETS and state policies, and the negotiated state wide LVER – DVOP roles and responsibilities, The information that we receive from each SDP should be crosswalked to the VETS 424 A, VETS 200s and the 9002 reports.   The State Plan and local priority of services should crosswalk to the VETS 200s and 9002 reports.   VETS then can measure the effort to meet all of the performance indicators, verify that transactions are being reported accurately and whether the workload from each SDP is appropriate.  Are there controls to ensure that the VETS funded staff work only with veterans?   Does management monitor the half-time VETS funded staff to ensure that half of their time is spent on veteran client activity?   Does management have a clear understanding of the roles and responsibilities of each LVER & DVOP?  Is all of the staff in the SDP working together to support the roles of the LVERs and DVOPs and provide services to veterans?

.

3.  Service Delivery Point Operations:

a. Describe how you ensure that the veterans most in need receive intensive services from the DVOP staff.

b. What barriers have been encountered integrating the veterans program into the SDP?

c. What steps have been taken to mitigate these barriers?

Rationale:
The goal is to ensure that the DVOPs provide intensive services to targeted veterans.   A well-organized SDP should create a system that is productive in providing exceptional services to each and every veteran seeking employment and training services.

Analysis:
Is there a need for new recommendations or corrective action plans to improve service and / or the roles and responsibilities of the VETS funded staff?

4.  Veteran Services:

a. Describe the SDP’s system to monitor and assess the level and quality of services to veterans.

b. Does the SDP management team facilitate staff training, technical assistance, and suggestions to all staff to improve services to veterans?

c. What is the role of LVER in staff training?

d. Describe any best practices or changes to improve services to veterans that have been incorporated in the Center since the last assessment.

e. What are your current and future technical assistance and training needs?

Rationale:
Does the SDP management understand their responsibilities in providing services to veterans?   Does the management team understand the requirements of the LVER and DVOP grant?   Is the management team making every effort to improve services to veterans / comply with the grant requirements?    

Analysis:
The management team in each SDP should have a plan for managing services to veterans and to ensure that the VETS funded staff are used properly.   Is the VETS funded staff productive?   Good ideas and suggestions should be replicated throughout each state.    An analysis of any changes in the SDP needs to be done to ensure that they lead to better services for veterans.   Innovative changes that improve services to veterans should be the main focus of our reports.  Our goal is  to build a team concept between VETS and the state to improve services to veterans.

Local Veterans’ Employment Representative (LVER)

Self-Assessment

Name of Center:
__________________________________

LVER:

_____________________________________

Date:

______________________

1.
My position is:

a. Full-time: _____________


b. b. Half-time: ____________

c. If half time HOW is the other half funded: _________

2.
My status is: _______________( Disabled Vet, Vet, Non-Vet)

Rationale:
We want to determine whether the position is full-time, half-time and what other duties the LVER is performing.   Does the information crosswalk with the State Plan, the state staffing chart, and the various reports VETS receives from the state?  In asking about the veteran’s status we are checking to see if the veteran’s status matches what has been reported by the state.

Analysis:
The information that we receive from each LVER should be crosswalked to the VETS 424 A, VETS 200s and the 9002 reports.   We should look at the VETS 424 A to see if the number of LVERs and costs are in line with what is reported. The information should be crosswalked to the VETS 200s and 9002 reports to ensure that the number of transactions and workload are appropriate.

3.
Training:

Have you received the following training:                              YES

               NO

a. NVTI’s LES Course




______

______

b. NVTI’s Veterans Benefits Course


______

______

c. NVTI’s Case Management Course


_______

_______

d. Duties of the LVER in a SDP



______

______

e. NVTI’s TAP facilitator course



______

______

f. Other job related training completed in the last five years (state, individual), (Describe):

g. Describe any job related  training you need:

Rationale:  
We are asking these questions to determine if each LVER is adequately trained.


Analysis:   
The first thing we want to know is has the LVER completed the required NVTI training.    Second, is there any additional training that we can provide to ensure that the LVER is productive?   What training is needed?  What is the most efficient way of providing this training?  Within the state, who needs this training?

4.  In your own words, describe your duties as a LVER.    

Rationale:
What does the LVER actually do? 

Analysis:
Is the LVER performing duties that match: the roles and responsibilities as described in the State Plan?   Is the LVER effective?   Are the LVERs meeting their performance (should we be concerned as to whether individual staff are meeting their standards?) standards?   Are the services that are being provided to veterans by the LVER of value to veterans seeking services from the SDP?

5.   Describe your role in the integration of the veterans programs into the SDP.

a. Have you provided training on veterans’ issues and services to the One-Stop partners?   Describe the training that the One-Stop partners have received.

b. What steps have you taken to increase communications among partners about veteran’s issues?

Rationale:
We want to know if management has integrated the LVER and his roles and responsibilities into the service delivery system.

Analysis:
Is there a well-developed plan to ensure that every veteran receives the best possible services?   Are there shared responsibilities in providing service to veteran clients?   Has there been training so that everyone in the SDP understands their responsibilities in providing services to veterans?

6.  How are you providing services to facilitate the employment of veterans (within job guidelines)?  What employment and training services to veterans are provided by all staff?   

Rationale:
Is the LVER and the SDP providing services to veterans in accordance with the grant?

Analysis:
Is the LVER performing duties that fit into the mix of services that the SDP uses to assist veterans to become employed?   Are these services effective in providing a holistic array of services to each veteran seeking employment?

7.  Describe the linkages to supportive resources in the community and describe how you use these to assist veterans.

Rationale:
We are trying to determine if veterans are made aware and referred to every possible resource that is available to them.

Analysis:
This is an excellent topic for LVER – DVOP training.  There are always services outside of the SDP that can benefit veterans.   We need to ensure that we have a method in each SDP to network veterans to other services and resources.   Is the list of service providers complete and does the LVER understand what services are available and how to access these services?

8.
Identify any special projects or best practices that you participated in and /or initiated since the last assessment.

Rationale:
This question is designed to give each LVER the opportunity to explain innovations that they, in concert with the management of the SDP, have initiated to improve services to veterans.

Analysis:
The reviewer should make every attempt to support and make positive statements when the SDP has improved services to veterans.  Can the special projects or best practices be exported to other SDPs to improve services to veterans?   Positive changes from the management and staff of the SDPs should be acknowledged and (how do we reward?) rewarded when they lead to exceptional service to veterans.  Be sure to include any best practices and new ways of providing better services to veterans in your report.

9.
Do you have any suggestions to improve services to veterans?

Rationale:
Feedback and positive reinforcement should always be encouraged.   We need to use this forum as a team-building tool for all parties involved.

Analysis:
The best ideas always come from the individuals doing the work.  Good ideas and suggestions should be replicated throughout each state. This includes innovative ways (within established guidelines) to use the LVER staff to improve services to veterans. 

10.  Describe any information or technical assistance that VETS may provide to improve services to veterans.

Rationale:
This question opens the door for VETS to provide guidance, training, and technical assistance.   We want to encourage an ongoing dialogue about veterans and how best to provide services.   A little positive reinforcement and guidance go a long way to improve services.   We also want to increase the communications and cooperation between VETS and each SDP.

Analysis:
VETS needs to be open-minded in providing assistance to the states.  VETS need to make quantum strides to improve training and support for states that need assistance.  

Disabled Veterans’ Outreach Program Specialist (DVOP)

Self-Assessment
Name of Center:
__________________________________

DVOP:

_____________________________________

Date:

______________________

1.
My position is:

a. Full-time: _____________
b. Half-time: ____________

c. If half time how is the other half funded: _________

2.
My status is: _______________( Disabled Vet, Vet, Non-Vet)

Rationale:
We want to look at whether the position is full-time, half-time and what other duties the DVOP is performing.   Does the information crosswalk with the State Plan, the state staffing chart and the various reports VETS receives from the state?

Analysis: In asking about the veteran’s status we are checking to see if the veteran’s status matches what has been reported by the state.  The information that we receive from each DVOP should be crosswalked to the VETS 424 A, VETS 200s and the 9002 reports.   We should look at the VETS 424 A to see if the number of DVOPs and costs are in line with what is reported. The time allocation should crosswalk to the VETS 200s and 9002 reports to ensure performance indicators are correct and the number of transactions and workload are appropriate.

3.
Training:

Have you received the following training:                              YES

               NO

a. NVTI’s LES Course; 




______

______

b. NVTI’s Veterans Benefits Course;


            ______

______

c. NVTI’s Case Management Course                                     ______                        ______

d. Duties of the DVOP in a SDP.

                        ______

______

e. NVTI’s TAP facilitator course

                        ______

______

f. Other job related training completed in the last five years (state, individual), (Describe):

g. Describe any job related  training you need:

Rationale:  
We are asking these questions to determine if each DVOP is adequately trained.

Analysis:   
The first thing we want to know is has the DVOP completed the required NVTI training?   Second, is there any additional training that we can provide to ensure that the DVOP is productive?   What training is needed?   What is the most efficient way of providing this training?   Within the state, who needs this training?

4.
In your own words describe your duties as a DVOP:

Rationale:
What does the DVOP actually do?

Analysis:
Is the DVOP performing duties that match:  the roles and responsibilities as described in the State Plan?   Is the DVOP effective?  Is the DVOP (same question as with the LVER)  meeting their performance standards?   Are the services that are being provided to veterans by the DVOP of value to veterans seeking services from the SDP?

5.  How are intensive services provided to veterans in your center?

Rationale:
How are targeted veterans and those veterans with barriers to employment referred to the DVOP?    What case management and intensive service are provided to veterans by the DVOP? What employment and training services are being provided by the non-VETS funded staff?    Does the mix of service provided by each resource seem reasonable?

Analysis:  
Are the basic labor exchange services being provided to all categories of veterans?   Who is providing these services?   Is there a system in place to ensure that  targeted veterans and those veterans that ask to see a DVOP are sent to the DVOP.   Who is responsible for determining the eligibility of veterans for the various programs?

6.
Discuss your role in the process of providing intensive services to those veterans with special employment and training needs, including economically and educationally disadvantaged veterans. In your discussion please include the Case Management process, (assessment, and development of individual plan of action, coordination of supportive services other services and follow up).

Rationale:
This question is designed to determine if there is a team approach and if everyone that provides employment and training services is involved in providing services to veteran clients.   We also want to know if the DVOP is providing case management services to veterans as part of an organized system that operates in each SDP.   The DVOPs should NOT be put in a situation where they are the only veterans’ advocates.

Analysis:
Is the DVOP providing case management services in accordance with state and national policy? 

7.
Describe your role in the facilitation of basic labor exchange services within the SDP.
a. Explain how veterans in need of intensive services are referred to you.

Rationale:
Are staff assigned to provide employment and training services within the SDP working with veteran clients?   Are the roles of each staff well defined to meet the needs of veterans to meet VETS guidance?   Is the role of the DVOP within the SDP reasonable?

Analysis:
Do the non-VETS funded staff provide most of job referrals and job assistance to veterans seeking employment?   

8. Identify any special projects or best practices that you participated in since the last assessment?

Rationale:
This question is designed to give each DVOP the opportunity to explain positive steps that they have taken, in concert with the management of the SDP, to improve services to veterans. 

Analysis:
The assessor should make every attempt to support and make positive statements when the SDP has improved services to veterans.   Can the special projects or best practices be exported to other SDPs to improve services to veterans?   Positive changes from the management and staff of the SDPs should be acknowledged and (same comment as w/the LVER) rewarded when they lead to exceptional service to veterans.  Be sure to include any best practices and new ways of providing better services to veterans in your report.

9.  Do you have any suggestions to improve services to veterans?

Rationale:
Feedback and positive reinforcement should always be encouraged.   We need to use this forum as a team-building tool for all parties involved.

Analysis:
Good ideas and suggestions should be replicated throughout each state. This includes innovative ways (within established guidelines) to use the DVOP staff to improve services to veterans.
10. Describe any information or technical training that VETS may provide to improve services to veterans.

Rationale:
This question opens the door for VETS to provide guidance, training, and technical assistance.   The best ideas always come from the individuals doing the work.   We want to encourage an ongoing dialogue about veterans and how best to provide services.   A little positive reinforcement and guidance go a long way to improve services.   We also want to increase the communications and cooperation between VETS and each SDP.

Analysis:
VETS needs to take every opportunity to improve our relationship with the state. VETS needs to improve training and support for states that need assistance.   The more all staff knows about our programs, the more cooperation we will receive.

CHAPTER 8

FOLLOW-UP AND CLOSURE

After reviewing and analyzing the self-assessments, a decision should be made to either follow-up or provide closure.  This determination should be communicated to the SDP in writing.  It is very important that the SDP realize that these self-assessments represent the beginning of the process and a follow-up or a closure letter originated from the State Representative and VETS will be the next step. 

There could be many reasons for a follow-up letter.  Some examples are provided below:

· Additional information may be needed to provide clarification on a response to the self-assessment

· An onsite visit may be needed for continued analysis

· Examination of a best practice

· Technical assistance or training may be necessary.

A closure letter could be used to inform the state that they are providing quality services to veterans. 

Examine the following examples of when and what type of follow-up and closure would be issued:

DVOP states on the self assessment that he/she is spending the majority of his time working with non-veterans and provides services to veterans when he/she gets the opportunity.

This situation would require a follow-up letter, from both VETS and the State Representative to possibly schedule an onsite visit or to request additional information.  Upon completion of the analysis of this information, a closure letter should be used to explain the findings.

Here is another example:

LVER states on the self assessment that to improve services to veterans, his / her office has developed a computerized system that matches all the job openings posted by the largest employer in that area with register veterans, as soon as the employer makes the announcement.

This type of situation could require a follow-up letter to see if this best practice can be integrated throughout the state.  This is another reason we want our letters to have both the State Representative and VETS as signatories.  When the State signs off on this letter, they are being made aware of a best practice, which they may be able to use throughout the State.

This is an example from a SDP:

Manager at the SDP states “that there is no outreach plan at this time and this center does not provide outreach for its clients.  It is a private contract with the State and outreach is not part of the contract.”

This type of statement would require a follow-up letter, possibly requesting an onsite visit or an explanation why there is no plan. Any issue that creates a conflict with the State Plan or shows that priority of service is not being applied to veterans will require a follow-up letter and after the issue has been resolved a closure letter.

Located on the next two pages there are examples of a follow-up letter and a closure letter.  You can use your own style; these letters are only examples to give you a representation of what one of these letters could look like.

U.S. Department of Labor

Office of the Assistant Secretary for

                                                
Veterans’ Employment and Training Service   


Room Number 

State Building

City, State Zip Code

October 15, 2003

MEMORANDUM TO:
Jan White

Director of Employment Services





State Employment Security Agency

FROM:
State Director of VETS


John Doe

SUBJECT:
Services to Veterans – Follow up to DVOP Steve Smith’s Self Assessment completed on October 10, 2003

We have just completed analyzing and validating DVOP Smith’s self-assessment.  There is some concern regarding case management services not being provided to selected target groups of veterans. We have surveyed the States’ Information System and we will need additional information to complete our analysis. We are requesting that a list of all of the veterans the DVOP is providing case management services be sent to the Veterans’ Program Directors Office.

We will contact you again after we have examined the requested information

Thank you in advance for your cooperation.   
Don Johe




John Doe
Veteran Programs Director



John Doe




State Workforce Agency

        

State Director of VETS

U.S. Department of Labor
Office of the Assistant Secretary for

                                                
Veterans’ Employment and Training Service   


Room Number 

State Building

City, State Zip Code

October 20, 2003

MEMORANDUM TO:
Jan White

Director of Employment Services





State Employment Security Agency

FROM:
State Director of VETS


John Doe

SUBJECT:
Services to Veterans – Closure to DVOP Steve Smith’s Self Assessment completed on October 10, 2003

Upon receiving the requested information on case management files of DVOP Smith it was discovered the reason for the discrepancy in reporting case management services to targeted veterans turned out to be a reporting systems error, which has been corrected.

Your immediate response to our request is greatly appreciated.

We look forward to working with you again in the future.

Don Johe




John Doe

Don Johe





John Doe




Veteran Programs Director



State Director of VETS

State Workforce Agency




There may be times when a follow-up letter may not be needed, but VETS staff should always send out a closure letter. This is to inform the State that the assessments have been received and analyzed.  Confirmation should come from both VETS and the State Representative. That is illustrated in the example letters; the State and VETS staff are both signatories; this is allowing the SDP to witness the ongoing communication that is incorporated into our partnership. 

Using follow-up and closure letters allows us to communicate to DVOPs, LVERs, and SDPs through our State Partners. 


CHAPTER 9

VALIDATION

The purpose of this chapter is to outline the validation of the SDP assessment process – not the validation of the data.  Therefore, this chapter will outline the methodologies that should be followed to decide the number of SDPs that should be assessed to ensure a confidence level that all SDPs are meeting VETS Performance Measures, any grant-based measures as specified in the SGA, and the intent of Title 38.

Step 1   Identify SDPs to be assessed.  Statistically, there is no need to review 100% of SDPs to obtain a high-confidence level that the responses provided in the self-assessments are valid.  Rather, a smaller sample size will produce the same results.  A sample size of 20% should be used. However, regardless of the statistical criteria used for on-site assessment, a SDP should be assessed if:

· The state or office in question has requested a VETS validation visit. 

· The DVET has determined that, based on the results of the self-assessment, an on-site validation is warranted.


· It has not been validated on-site in the last five years.

· It is randomly selected in the validation sampling.

Step 2.  Ensure random selection.  It is important to note that selection of the offices should be random in nature.  Random selection can be accomplished by various means.  This random selection process means that any SDP has a similar chance of being or not being selected as it had the previous year.  It also means that a SDP may be validated in consecutive years.  Any office not randomly selected over a five-year period will be assessed in the sixth year per step 1.

Validation Documents

This chapter discusses validating the information on the self-assessment forms returned from the SDP, the LVER and the DVOP Specialist.   Chapter 7, Interpreting Self-Assessments, is very useful when validating the information because it provides the rational for asking the questions and a brief analysis.   Chapter 5, Backup Documentation, gives you a listing of documentation that should be available to assist in validation of the information provided on the self-assessment forms.   The VETS 200 and ETA 9002 reports may or may not be available at the local level; other types of documentation that should be available are:  Manager’s Quarterly Reports, State Reviews of the SDPs, State Directives to Field Staff, and Time Charge Reports.   DVETs should have knowledge of supplemental or additional reports available in their States that could be used as a validation tool.   

The most effective technique to validate the self-assessment forms may be to interview personnel that are involved in providing services to veterans.  Other techniques include observing the flow in the lobby and reviewing local guidance and plans.

Below is an example and possible documentation and procedures for the validation process.   These are examples only.   

SDP Self-Assessment Form 

Question:  Describe the SDP’s system to monitor and evaluate the level and quality of service to veterans.

Response:  The management and staff of this SDP have been trained and all know their responsibilities to provide services to veterans.  

VETS Validation Process:


If the information from the interviews does not match the Self-Assessment forms and reports you’ve received, a problem may exist.      

LVER Self-Assessment Form

Question:  Describe your duties as an LVER.

Response:  I provide a wide range of activities to assist veterans in placing them into employment opportunities, and have a good working relationship with management.  I’ve improved services over last year’s review.   

If the information from the interviews does not match the Self-Assessment forms and reports you’ve received, a problem probably exists.    


CHAPTER 10

REPORTING

The purpose of this chapter is to provide guidance to VETS staff on developing the annual assessment report of the State Workforce Agency (SWA) Program related to services to veterans and the LVER / DVOP Grant, to ensure that:

1. The methods used for the development, approval, operation, evaluation, and close-out of contracts and grants adequately satisfy regulatory requirements.

2. Program policies and procedures effectively safeguard assets and prevent disallowed costs.

3. Reporting and record maintenance are adequate in light of regulatory requirements.

Appendix D is the State Review Guide Document for use in this process.

In effect, the SWA Annual Review Process should produce a report which accurately measures and describes whether services to veterans are being provided as outlined in the State Plan.  The following is the SWA assessment instrument.  Below each question, in bullet format, are areas to review in developing the response.  In addition to the completed self-assessment, the DVET should complete a snapshot or cover report.   Specifically, the components of the report must be: 

1. Narrative Summary of Findings

2. Identification of Best Practices

3. Suggestions / Actions Taken to Improve Services

4. Recommendations for Corrective Action Plan (CAP)
I   OVERALL STATE PLAN IMPLEMENTATION.

A.
Services:

In order for a State to receive funds for veterans programs and activities, the State’s application for grant funds must include a State Plan on services to veterans.  .  The approved State Plan provides the framework for the provision of services to veterans.  Questions should be asked and documentation reviewed to substantiate that the State has taken steps to communicate the State Plan to their SDPs through directives, meetings and / or training sessions, etc, and that the State Plan is being implemented in all SDPs.

1.
Review how the State monitors the implementation of the State Plan Title 38 Section 4102A.

a. Have pertinent portions of the State Plan been communicated to the local level by the state?

· Review State Directives

· Verify via Local Assessment

b. Has the State Plan been updated or modified?  When? What was DVET role in the process?

c. Were any deficiencies noted?  If so, what action has been taken to identify the deficiencies? (clarify and expound)

· Verification of Self-Assessment

· Analysis of State Reports

· Review of Technical Assistance and Training

2.
Explain the progress the State has made in implementing the WIA State Plan.

a. Has the WIA State Plan been updated or modified?  When?

b. Was VETS notified of any changes to the WIA State Plan?

· The Workforce Investment Act (WIA) was enacted into law in 1998.  States were required to submit a 5-year plan according to instructions.

· VETS staff should retain a copy of the WIA State Plan (with modifications) on file and have a general knowledge of the contents - since services to veterans are being integrated into the WIA.

3.
Does the state workforce agency have current policies and procedures that reflect service to veterans?

a. Are directives updated to reflect changes in VETS policies (i.e., integration of veteran services)?

· Review of VPL / State Directives

· Review of Secretary’s Agreement

b. Are policies and procedures disseminated to the local level?

c. Were issues noted?  What action has been taken to correct any issues noted?

· Verification of Self-Assessment

· Analysis of State Reports

· Review of Technical Assistance and Training

4.
What percentage of services to veterans is being provided by non-VETS funded staff?

a. What percent for total veteran applicants?

b. What percent for veterans referred to employment?

c. What percent of veteran entered employment?

d. What percent for veteran intensive services?

e. Is statistical preference demonstrated?

f. Did veterans receive statistical priority in referral to employment?

(Refer to Chapter 6 on Analysis.)

5.
Have targeted veterans groups been identified for referrals to job openings in compliance with priorities found in the State Plan?  

a. Have these groups received priority of service?

· Verification of Self-Assessment

· Review of State Directives

(Refer to Chapter 6 on Analysis.)

6.  
Is the SWA meeting the Veteran’s Performance Measures goals as negotiated with VETS?

a. If not, what steps has the SWA initiated to improve outcomes?

b. Has any technical assistance or training been provided? Requested?

7.
Are there any SDPs that aren’t providing an adequate level of service to veterans?

a. What actions has the state taken to improve services to veterans in those centers that aren’t providing an adequate level of service?

· Recapitulate Self- Assessment

b. What areas did VETS provide training and technical assistance?

· Recapitulate Self- Assessment

· What steps have been taken, what is planned?

B.  Employer Outreach Plan

1.
Describe the statewide employer outreach plan for veterans programs and activities.

· Explain how the plan is being utilized.

· Describe how the plan targets FCJL employers.

2.  How are the LVER’s integrated into the employer outreach plan?  (Refer to VPL 11-02 and State Plan of Service.)

II     LVER & DVOP ROLES AND RESPONSIBILITIES:

A.
Roles and Responsibilities:

1. Have the roles and responsibilities been implemented following VPL 11-02 and the State Plan?

· See Self-Assessment

· See State Plan

2.
Is the state workforce agency meeting the LVER / DVOP grant-based measures?

a. If not, what steps has the SWA initiated to improve outcomes?

b. If so, can VETS provide training / technical assistance?

c. Do you see a need to modify these grant-based measures?

d. Are the goals for LVERs and DVOPs being incorporated into the individual LVER and DVOP grant-based measures?

3.
TAP.

a. How many TAP sites in the State?

b. Are there enough LVER’s trained to facilitate the workshop?

c. Have any issues risen?

d. What steps if any have been taken or planned?

B.
Staff Utilization / Management:

1.  Are LVER / DVOP positions being filled in accordance with the State Plan?

a. What is the utilization rate?

· See Self-Assessment

· See State Plan

· See Quarterly Technical Performance Report

· See State Directives

· See SF 424 A Report

b. What is the average length a DVOP / LVER position is vacant?

c.  What are the obstacles in filling vacant positions?

d. Are the veterans programs included in training for managers?

2.  Are funds being expended in accordance with the approved State Plan? If deficiencies are noted, what steps are being taken to resolve? Were incentives distributed in accordance with the approved State Plan?



If not, explain why and what action was taken or is being taken.


Veterans shall succeed in the 21st century workforce.





VETS shall provide Veterans with the resources and services to succeed in the 21st century work force by:





Maximizing their employment opportunities,


Protecting their employment rights, and


Meeting labor market demands with qualified veterans.











KEY POINTS





Alleviating the unemployment and underemployment of veterans is a national priority.


Public Law 107-288 reinforces the need for partnership between the States and the Department of Labor.


VETS’ goal is to in partnership with the SWA’s, provide maximum employment and training opportunities for veterans with priority given to certain targeted groups.


The agency goal is to transition from an inspection, compliance, and enforcement focus toward a more cooperative technical assistance, training and, and program review process.








KEY POINTS





Success will be built on a climate of trust and confidence between the States and VETS.


All DVET communication to local areas and SDP locations will be through the state.
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The roles and responsibilities are guidelines.  They can be modified as necessary at the individual state level.


Roles and responsibilities for the State representative and DVET may include duplicate responsibilities.
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The State Plan is the basis for all assessments.


Assessments are conducted to:


Identify best practices


Ensure that the State Plan submitted and approved is being effectively implemented


Identify areas where technical assistance and training can be provided to improve on services to veterans


The assessment addresses nine areas:





Priority of Service�
Other Programs (Ex: TAP)�
�
Integration / Coordination�
Incentives�
�
Target Populations�
Roles and Responsibilities�
�
Outreach�
Filling Positions�
�
Performance and Outcomes�
�






Example – As part of the self-assessment process, it is reported that a full-time DVOP is spending time serving non-veterans.  An analysis of the DVOP 200 report will provide the information to substantiate the service to non-veterans.








Example – The State reports that non vet staff provide most of the referrals made for  veterans.  This can be verified by comparing the number of veterans referred on the combined VETS 200 report to the total number of veterans referred on the 9002 report.








Example – As part of the self-assessment process, it is reported that an LVER’s sole responsibility is exclusively to provide case management.   A review of the State-issued directives will help to determine whether or not the State has disseminated policy to the field offices on the roles and responsibilities of the DVOP and LVER.











Example – As part of the self-assessment process, it is reported that some offices are not conducting employer outreach.  If the State has conducted on-site reviews of the operations in their offices, reviewing the report may validate the submission.











Example – As part of the self-assessment process, it is reported that there have been few outreach efforts due to a shortage of assigned personnel.  However, the Manager’s Quarterly Report indicates an increased tempo of employer outreach efforts.  This seemingly disparity bears further discussion and analysis.








Example – TAP funds may have been misappropriated.  An analysis of the previous quarters report and comparison with the state’s plan indicate that the projected expenditures for TAP through the reported quarter are overspent.











Example –The State Assessment reveals that the State has used all incentive funds for gift certificates to a store.  A review of the State Plan will verify that incentive funds were used as outlined and approved.
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VETS staff should use back-up documentation to verify information provided in the self-assessment.


Consider the information to be accurate, but confirm.


Back-up data is available in the following reports and policy documents:


 


VETS 200 LVER/DVOP Quarterly Report


ETA 9002 SWA Quarterly Report


State Directives


State Office Reviews


Manager’s Report on Services to Veterans


SF 424 A 


State Plan 


Veterans’ Program Letters (VPLs)


Quarterly Technical Performance Report (TPR)


Time Charges





Example – As part of the self-assessment process, it is reported that priority of service is being implemented by putting the veteran at the top of the waiting list (first-in-line).  An analysis of the ETA 9002 report will provide information on parity in the services provided to veterans vs. non-veterans, thus showing whether priority of service is truly being implemented.








Example - As part of the self-assessment process, it is reported that a full-time DVOP is spending time serving non-veterans.  An analysis of the DVOP 200 report will provide the information to substantiate the service to non-veterans.








Example - TAP funds were misappropriated.  An analysis of this report will verify the recipient of the allocation.




















KEY POINTS





Analysis of program data provided in formal reports is an important data point in assessing the achievement of goals established in the State Plans.


Information in Self-Assessments can be substantiated by the data available in the ETA 9002, VETS 200, and SF 424 series of reports.


In some instances, the data is still being gathered and will not be available for analysis.


Data analysis should be considered only an indicator that additional assessment is required.  Analysis should not be considered the final answer until coordination is taken to validate or invalidate the analytical conclusions. 
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VETS goal is to assess the quality and level of services that veterans are receiving from the SWA and each division providing employment and training services.


VETS must also assess whether the LVER and DVOP programs are effective.


In the assessment process VETS will:


Ensure that the assessment is fair


Make every effort not only to point out areas of concern, but also to point out areas that are acceptable and those that are exceptional
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Self-assessments represent the beginning of the assessment process.


After reviewing and analyzing the self-assessments coming in from the field, a determination will be made to either follow-up or provide closure as the next step.


Using follow-up and closure letters allows VETS to communicate to DVOPs, LVERs, and SDPs through the State Partners.





Example – While performing on-site validation(s) of SDPs, discussions with management and staff during the interview process should include the following questions: 


Describe the SDP’s system to monitor and assess the level and quality of services to veterans;


Does the SDP management team provide staff training, technical assistance and suggestions to all staff to improve services to veterans?


What is the role of the LVER in staff training?


Describe any “Best Practices” that have been incorporated in the SDP during the last year?


What changes have been made to improve services for veterans in the last year?


Describe any training / technical assistance needed? 











Example – While performing on-site validation(s) of the LVER’s role and responsibilities of the veterans’ program at the SDP(s) the following questions should be raised:


How do you ensure priority of services within the SDP?  


How do you inform veterans of the services available within the SDP?  


Describe how you ensure that the veterans most in need receive intensive services from LVER / DVOP staff?  


How are the services for veterans integrated into the SDP? 


What barriers have been encountered integrating the veterans program into the SDP? 


What steps have you taken to mitigate these barriers? 
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This chapter addresses validation of the SDP assessment process –not the validation of the data.


A statistically valid sample of the SDPs will be reviewed to arrive at a conclusion about the provision of services to veterans.


Regardless of the statistical criteria for on-site assessment, a SDP should be assessed if:


The state or office has requested a VETS assessment or technical assistance visit.


The DVET has determined that based on the results of the self-assessment, an on-site visit is warranted.


The SDP has not been assessed on-site in the last five years.





KEY POINTS





The SWA Annual Review Process will produce a report which accurately measures and describes the State’s progress in implementing and providing services to veterans as outlined in their State Plan.    It will be used to ensure that:


The methods used for the development, approval, operation, evaluation, and close-out of contracts and grants adequately satisfy regulatory requirements.


Program policies and procedures effectively safeguard assets and prevent disallowed costs.


Reporting and record maintenance are adequate in light of regulatory requirements.








i

