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Authority 

 

• The Workforce Innovation and Opportunity Act, Public Law 113-128 

• Single Audit Act (31 U.S.C. §§ 7501-7507) 

• 2 CFR Part 200 

• 20 CFR Part 677 

• 20 CFR Part 683 

• 2 CFR Part 2900 

• 29 CFR Part 38 

• TEN 11-24 

• TEGL 05-24 

• TEGL 15-14 

• WSD #03-2025 

Purpose 

The purpose of this policy is to establish a comprehensive monitoring framework for the Southern Workforce Board 
(SWB) to ensure effective oversight, compliance, and performance of all subrecipients and service providers operating 
under the Workforce Innovation and Opportunity Act (WIOA) Title I programs, including Adult, Dislocated Worker, and 
Youth programs. 
 
This policy outlines the procedures by which SWB will evaluate programmatic, fiscal, and administrative performance 
to ensure the following: 

• Services delivered in accordance with federal, state and local law and regulations 

• Funds are spent appropriately and within established guidelines; 

• Subrecipients comply with performance expectations, fiscal accountability, and nondiscrimination 
requirements; 

• Identified issues are addressed through corrective action and technical assistance; 

• Risk-based monitoring is used to allocate oversight resources efficiently. 
 
This policy is guided by the provisions of WIOA (Public Law 113-128), 20 CFR parts 683 and 200, and aligns with state-
issued guidance, including WSD 03-2025 from the Oklahoma Employment Security Commission (OESC). 
 
Through this policy, SWB ensures its responsibility for fiscal integrity, program quality, and participants outcomes is 
fulfilled in partnership with its subrecipients and the Chief Local Elected Officials.  

Message 

This policy applies to all subrecipients, contractors, and service providers that receive WIOA Title I funds under the 
oversight of the Southern Workforce Board (SWB). It governs monitoring activities for programs and service funded 
by: 

• WIOA Title I – Adult, Dislocated Worker, and Youth Programs 

• Any additional federally or state-funded workforce grants administered by SWB 
 
The policy established requirements for the programmatic, fiscal, and administrative monitoring of these entities to 
ensure: 

• Compliance with federal regulations under 20 CFR parts 683 and 2 CFR part 200 

• Conformance with OESC monitoring policies, including WSD 03-2025 

• Alignment with performance goals, fiscal integrity standards, and equal opportunity requirements 
This policy is applicable to: 

• Board staff assigned to monitoring and contract oversight 

• The fiscal officer 



• The Chief Local Elected Official (CLEO) 

• Any entity awarded WIOA Title I or related workforce funds by SWB 
Monitoring activities under this policy are designed to promote transparency, continuous improvement, and risk-
informed oversight across all funded workforce programs and service delivery partners. 

Roles and Responsibilities 

The successful implementation of monitoring and oversight under the WIOA requires coordinated efforts between 
the Southern Workforce Board, its designated fiscal officer, service providers, and the CLEO. The following outlines 
the roles and responsibilities of key stakeholders. 
 

1. Southern Workforce Board (SWB) is responsible for providing strategic oversight of all WIOA Title I programs 
and subrecipients within the local workforce development area. The Board approves the monitoring and 
oversight policy, ensuring alignment with federal, state, and local regulations, including guidance issued by 
the OESC (WSD 03-2025). SWB reviews and approves monitoring findings, corrective action plans (CAPs), and 
resolutions. The Board also ensures the monitoring efforts promote transparency, equity, and continuous 
improvement, and coordinates with the CLEO when addressing significant noncompliance, sanctions, or 
provider contract actions. 
 

2. SWB monitoring staff are responsible for developing and maintaining standardized monitoring tools such as 
checklists, interview guides, and fiscal questionnaires. They conduct programmatic and administrative 
monitoring at least annually or more frequently based on risk assessments.  Their duties include performing 
file reviews, staff and participant interviews, data validations, and desk reviews. Staff document findings, 
observations, and recommendations in formal monitoring reports, and provide technical assistance and 
training to subrecipients as necessary. 
 

3. SWB Fiscal Officer conducts fiscal monitoring of all subrecipients to ensure compliance with the Uniform 
Administrative Requirements outlined in 2 CFR Part 200. This includes reviewing financial records such as 
general ledgers, payroll, procurement documentation, and invoices. The fiscal officer also monitors internal 
controls, cost allocation practices, and allowable use of funds. If questioned or disallowed costs are identified, 
the fiscal officer collaborates with the SWB to initiate resolution or repayment processes and may support 
joint fiscal and program monitoring efforts. 
 

4. WIOA service providers and subrecipients are responsible for maintaining compliance with all applicable 
programmatic, fiscal, and equal opportunity requirements. They must ensure accurate and timely 
documentation of participant eligibility, services, and outcomes. Subrecipients are expected to cooperate fully 
with monitoring activities by submitting requested documentation and participating in interviews. They must 
respond to monitoring reports with a Corrective Action Plan (CAP) within the required timeframe and 
implement all corrective actions promptly. Participation in technical assistance or required training is also 
expected when compliance issues are identified. 
 

5. The Chief Local Elected Official (CLEO) holds final contract authority over service providers and shares 
oversight responsibilities with the SWB. The CLEO reviews high-level monitoring outcomes and CAPs, 
particularly in cases involving unresolved findings or repeat violations. In collaboration with the Board, the 
CLEO participates in decisions involving sanctions, suspension of funding, or termination of provider contracts 
in the event of continued or serious noncompliance. 

Risk Assessment 

To ensure effective oversight of WIOA-funded programs and the responsible use of public funds, SWB will conduct an 
annual risk assessment of all subrecipients and service providers. This assessment is designed to identify potential 
areas of concern that may impact program performance, fiscal accountability, or regulatory compliance. 
 



The results of the risk assessment will be used to determine the frequency, depth, and type of monitoring to be 
conducted for each provider within the program year or contract year.  
  
Purpose of Risk Assessment: 

The primary objective of the risk assessment is to: 

• Prioritize monitoring resources based on risk level 

• Identify providers requiring increased oversight and technical assistance 

• Prevent compliance issues before they escalate. 

• Promote continuous improvement and accountability 
 
Risk Management Criteria 
Each subrecipient/service provider will be evaluated using objective and standardized criteria, including, but not 
limited to: 

1. Design and Governance 
2. Administrative, Grant, and Fiscal Management 
3. Program Services and Delivery 
4. Performance Accountability 

 
Each compliance area is scored based on key criteria related to that area using a rubric to determine if that criterion is 
a low, medium, or high risk. The four compliance areas are totaled to get a final score that indicates whether the 
subrecipient risk assessment status is low, medium, or high.  
 
Risk Levels, Associated Score and Monitoring Frequency 
The table outlines the criteria used by SWB to assess the risk level of service providers. Each criterion is evaluated and 
assigned a rating, and the combined score helps determine the provider's overall risk level and associated monitoring 
frequency. 
 

Risk Level Point 
Value 

Definition Total 
Score 

Monitoring Frequency 

Low 1 Consistent compliance, no 
material issues 

15-24 Annual comprehensive monitoring with 
minimal technical assistance 

Medium 2 Minor issues or moderate 
capacity concerns 

25-34 Annual comprehensive monitoring; with 
optional targeted on-site monitoring 

High 3 Significant issues, past non-
compliance, or new provider.  

35-45 Annual comprehensive monitoring with more 
frequent on-site monitoring and follow-up 
Technical Assistance 

Monitoring Frequencies and Methods 

Comprehensive monitoring will be conducted at least once per Program Year, unless the findings of such monitoring 
deem it necessary to conduct another review for corrective action plans. If the contracted services provider is new, 
post-award on-site monitoring will occur within 120 days of the start date of the contract. For contracts that are not 
new i.e., those being renewed, extended, or continuing under an existing agreement—compliance monitoring will be 
conducted no later than 60 calendar days prior to the end of the current contract period. This monitoring will serve 
as a cumulative review of all oversight activities conducted during the program year. The resulting report will provide 
a summary of ongoing monitoring, including findings, corrective actions, and technical assistance, and will assess 
whether the provider has met all programmatic, fiscal, and administrative compliance requirements prior to contract 
renewal or continuation. 
 
SWB will utilize a variety of monitoring methods and tools to conduct effective and well-documented reviews, 
including but not limited to the following: 



• Desk Reviews: 
Review of documentation and records submitted electronically or maintained in EmployOklahoma and other 
reporting systems. Used for both fiscal and programmatic oversight. 

• One-Site Monitoring Visits: 
In-person visits are conducted at Work Experience, On-the-Job Training locations, and provider locations to 
observe service delivery, interview staff and participants, and review records that are not easily audited 
remotely.  

• File and Case Reviews: 
Examination of a sample of participant files to ensure eligibility, services, documentation, and outcomes are 
properly recorded and compliant with regulations. 

• Interviews and Observations: 
Direct interviews with program staff, management, participants, and employer partners to  assess service 
quality, program alignment, and operational compliance.  

• Policy and Procedure Reviews: 
Evaluation of written internal controls, manuals, and procedures to ensure alignment with local, state, and 
federal standards. 

• Checklist and Monitoring Tools:  
Standardized tools and templates developed by SWB will be used to ensure consistency across all monitoring 
activities. Results will be documented in a formal report. 

Monitoring of Service Providers and Other Subrecipients  

The SWB staff is committed to ensuring that all service providers and subrecipients comply with the programmatic, 
fiscal, and equal opportunity requirements mandated under WIOA. To achieve this, SWB staff will conduct 
comprehensive monitoring of the Service Providers on behalf of the Board for the WIOA Adult Program, Youth 
Program, and Dislocated Worker Program, National Emergency Grant, Business Services, and/or other grants and 
contracts as awarded by the OESC and US DOL. 
 
The Board staff will have access to all plans, contracts, grants, sub-grants, worksite agreements, records, and files.  
The staff will be provided with all pertinent work papers, correspondence, and reports, as well as all federal, state, 
and local regulations, issuances, and policies. 
 
The comprehensive monitoring activity will be grouped into the following key areas: 

1. Program Monitoring 
SWB Board staff will review the overall program operations to ensure that participant services are delivered in 
compliance with federal, state, and local regulations. Program monitoring includes, but is not limited to, the 
following activities: 

• Eligibility and Participant File Reviews: Regular review of participant/registrant files to verify that 
eligibility determinations are accurate and properly documented. This includes spot checking a sample of 
files utilizing the monitoring form in Attachment D:  

• Service Delivery and Case Management:  Evaluation of the processes and systems in place for delivering 
services, including the development and implementation of individual employment or service plans. 
Monitoring will ensure that all required program elements (e.g., assessments, counseling, and follow-up 
services) are consistently provided. 

• Policy and Procedure Compliance: Assessment of service providers’ adherence to established policies 
and procedures, including those related to outreach, recruitment, training, and job placements. This 
helps ensure that program operations align with best practices and applicable guidelines. 

2. One-Stop Operator Review: will include a review of the operator’s compliance with contractual obligations, 
evaluation of coordination and communication with partners, and verification of adherence to 
nondiscrimination, equal opportunity, and accessibility requirements.  

3. Fiscal Monitoring 
Fiscal oversight is essential to maintaining the integrity of WIOA funds. SWB, in collaboration with its fiscal officer, 
will conduct regular fiscal reviews to: 



• Review Financial Documentation: Examine financial records, including general ledgers, payroll reports, 
invoices, and procurement records, to verify that expenditures are properly documented and fall within 
the allowable and allocable cost principles. 

• Internal Controls Evaluation:  Assess the adequacy of internal controls, including the separation of duties, 
timely report submissions, and compliance with Uniform Administrative Requirements as outlined in 2 
CFR Part 200. 

• Procurement and Contract Compliance: Monitor service provider procurement practices to ensure 
adherence to federal and state procurement policies, including competitive sourcing and proper 
documentation of sole-source exceptions 

• Cost Allocation and Reporting: Verify that cost allocation among programs is conducted consistently with 
approved methodologies and that financial reports are both timely and accurate. 

4. Financial, Procurement, and Contracting Oversight 
In addition to the broader fiscal monitoring efforts, SWB will also target specific aspects of financial and 
contractual oversight by: 

• Monitoring Contract and Procurement Activities: Conducting sample reviews of contracts, subcontracts, 
and procurement activities to confirm they adhere to state and federal regulations  

• Ensuring Timely Contract Management: Monitoring contract performance to address any deviations or 
issues and document them effectively and promptly. 

• Integrated Monitoring Reviews:  Coordinating periodic joint reviews between fiscal and program 
monitoring teams to identify and resolve any discrepancies and program outcomes. 

5. Equal Opportunity and Compliance Monitoring 
To ensure that all federally funded programs adhere to nondiscrimination and equal opportunity principles, SWB 
will: 

• Evaluate Equal Opportunity Practices: Regularly review service provider operations for compliance with 
nondiscrimination policies, including proper posting of EEO notices, the availability of accessible services, 
and adherence to ADA requirements. 

• Monitor Grievance Procedures and Outcomes: Ensure that effective complaint and grievance processes 
are in place and that any issues related to discrimination or unequal treatment are promptly investigated 
and resolved. 

• Continuous Compliance Checks: Incorporate ongoing checks into regular monitoring activities to ensure 
that all aspects of equal opportunity compliance, as outlined in 29 CFR Part 38, are consistently 
maintained across program activities. 

 
Each of the above monitoring areas will be supported by clearly defined tools, checklists, and review protocols. The 
results of these monitoring activities will be documented in formal reports and used to drive continuous 
improvement, corrective action, and, when necessary, enforcement measures.  
 
The table, included as Attachment B to this policy, outlines the monitoring responsibilities of various parties under the 
Southern Workforce Board (SWB) Monitoring and Oversight Policy, including Board staff, Service Providers, Vendors, 
and the Fiscal Officer. It summarizes who is responsible for monitoring specific activities, along with the 
corresponding methods and frequency of oversight. 
 
While responsibilities are designated to specific roles or entities, any qualified SWB staff member may conduct or 
assist with monitoring activities as needed, particularly to ensure timely and complete oversight. This attachment 
should be reviewed periodically and updated as necessary to reflect current staffing, program operations, or 
regulatory requirements. 

Monitoring Tools and Documentation 

To ensure consistency, objectivity, and transparency in all monitoring activities, the Southern Workforce Board (SWB) 
utilizes standardized tools and structured documentation procedures. These tools are designed to align with federal, 
state, and local regulations and support a thorough evaluation of service provider compliance, performance, and 
fiscal accountability. 



1. Monitoring Tools 
SWB has developed a suite of monitoring tools that are reviewed and updated annually to reflect current 
WIOA regulations, state policies, and operational priorities. These tools are used to assess both programmatic 
and fiscal components of service delivery and may include: 

• Program Monitoring Checklist 

• Fiscal Monitoring Checklist 

• Policy and Procedure Review Templates 

• On-Site Monitoring Forms 

• Risk Assessment  

• Responsibility Matrix 

• Eligibility Monitoring form 

• Corrective Action Plan (CAP) Template 
 
To ensure efficient use of resources and a representative assessment of provider compliance, SWB will conduct 
sampling reviews of participant files, fiscal records, and service transactions. The sample size and selection method 
will be determined based on the provider's risk level, the volume of participants served, and the nature of the service 
or financial activity. Additional sampling may be performed if issues are identified or when verifying corrective 
actions. 

2. Documentation Procedure 
SWB staff will maintain detailed records of all monitoring activities, which will be housed securely and 
organized by provider and program year. Documentation practices include: 

• A complete monitoring file for each provider containing planning materials, monitoring tools used, 
site visit notes, participant file review forms, findings, and follow-up communications. 

• Written reports summarizing findings, required corrective actions, and any technical assistance 
provided. These reports are issued to providers and submitted to the state in accordance with OESC 
timeline and policies. 

• Digital storage system that supports secure access, version control, and audit readiness. 

• Records are retained in accordance with 2CFR 200.334, with a standard retention period of at least 
three years from the date of the final audit and report date, unless otherwise directed. 
 

Monitoring documentation will be reviewed internally to inform board decisions, future risk assessments, and process 
improvement efforts. The consistency and quality of documentation help ensure that SWB remains fully accountable 
to stakeholders and audit-ready at all times. 

Informal and Interim Monitoring Activities 

In addition to the formal monitoring outlined in this policy, the Southern Workforce Board (SWB) may conduct 
informal or interim monitoring activities throughout the program year. These reviews may include desk audits, 
observations, file spot-checks, or verbal feedback conducted outside of the formal comprehensive monitoring cycle. 
Such informal monitoring activities are intended to support continuous oversight, provide real-time technical 
assistance, and proactively identify areas needing attention. These reviews do not require full adherence to the 
comprehensive monitoring protocols described in this policy, and findings from informal monitoring may or may not 
result in a written report. 
If an issue is identified during informal monitoring that presents a compliance concern, performance deficiency, or 
risk to program integrity, SWB will address the issue based on the urgency, severity, and potential impact. Responses 
may include: 

• Immediate technical assistance or coaching 
• A written notice of concern 
• A targeted review or follow-up visit 
• Elevation to a formal monitoring process if warranted 

All significant issues that require correction or pose a risk to program or fiscal integrity will be documented and 
addressed promptly, with escalation and resolution procedures consistent with the corrective action and sanctions 
provisions of this policy. 



Corrective Action and Resolution 

When the comprehensive monitoring activities conducted by the Southern Workforce Board or its designated staff 
result in findings of noncompliance, deficiencies, or other concerns, the Board will initiate a formal Corrective Action 
Plan. This process is intended to support continuous improvement, promote accountability, and ensure timely 
resolution of issues in accordance with federal, state, and local requirements. 
1. Issuance of Monitoring Report 

Following the completion of any desk review, on-site visit, or compliance assessment, SWB will issue a written 
monitoring report to the service provider or subrecipient. This report will include: 

• Summary of the monitoring activity and scope. 

• Identified findings, observations, or areas of concern. 

• Required corrective actions with corresponding deadlines. 

• Any recommendations or technical assistance provided. 
Monitoring reports will be transmitted to the provider within 30 days of the monitoring activity or other required by 
OESC policy. 
 
2. Provider Response and the Corrective Action Plan (CAP)  

If findings are identified, the provider must submit a Corrective Action Plan (CAP) to SWB within 15 business 
days of the report’s issuance. The CAP must include: 

• A clear explanation of how the issue occurred 

• Specific steps that will be taken to resolve the issue 

• Internal controls or process improvements to prevent recurrence  

• A timeline for completing each corrective action 

• Name of the responsible staff overseeing implementation 
 

SWB will review the submitted CAP for clarity, feasibility, and alignment with compliance standards. If the CAP is 
insufficient, the provider will be required to revise and resubmit. 
 
3. Follow-up Review and Closure 

SWB staff will conduct a follow-up review to verify that all corrective actions have been implemented and are 
effective. This may involve additional file review, documentation requests, interviews, or site visits. If the 
corrective actions are successfully implemented and no further issues are identified, the findings will be 
formally closed in writing and noted in the provider's monitoring file. 
 

4. Escalation for Non-Resolution 
If a provider fails to respond within the required timeframe, does not implement the corrective actions, or 
the issues remain unresolved after follow-up, SWB may take further action, including: 

• Additional Technical Assistance or staff training 

• Increased monitoring or oversight 

• Withholdings of funds or suspension of reimbursement 

• Contract modification or termination 

• Referral to OESC for further review and action. 
 

All documentation related to findings, CAPs, follow-up reviews, and resolution will be maintained in the provider’s 
official monitoring file. These records will be made available to the OESC upon request and retained in accordance 
with applicable federal and state record retention requirements.   

Sanctions and Enforcements 

The Southern Workforce Board holds all subrecipients and Service providers accountable for compliance with 
applicable federal, state, and local law, regulations, grant terms, and board policies. When monitoring or oversight 
activities reveal serious violations, SWB may initiate sanctions to address and correct non-compliance. These 



sanctions are consistent with the enforcement authorities granted under WIOA Section 184, 20 CFR § 683.420, and 
WSD 03-2025 issued by the OESC. 
 
Grounds for Sanctions 
Sanctions may be imposed for, but are not limited to, the following conditions: 

• Failure to comply with WIOA regulations, OESC policies, or local board policies and procedures 

• Failure to meet performance benchmarks or achieve required outcomes 

• Submission of false, fraudulent, or incomplete data 

• Mismanagement or misuse of funds, including disallowed or questioned costs 

• Repeated failure to resolve monitoring findings or implement corrective actions 

• Failure to meet contractual obligations or deliver agreed upon services 

• Failure to submit annual audit reports 

• Failure to resolve independent audit findings or questioned costs within the required timeframe 

• Failure to retain required service delivery and financial records 

• Violations of equal opportunity or nondiscrimination provisions under 29 CFR Part 38 
 
 

Sanction Tiers and Severity Levels. 
SWB will apply a tiered approach to sanctions based on the severity, frequency, and impact of the noncompliance: 
 

Level Description Examples Possible Action 

Level 1 Minor Issues/First 
Occurrence 

Minor procedural errors, isolated 
file deficiencies 

Technical assistance, 
documentation clarification 

Level 2 Moderate issues/ 
Recurring or unresolved 
findings 

Incomplete CAPs, late reports, 
repeated minor issues 

Formal written notice, 
mandatory training, CAP 
revision 

Level 3 Serious Issues/ 
Performance or 
Financial concerns 

Failure to meet performance, 
unallowable cost 

Temporary hold on 
payments, intensive 
monitoring, and fiscal 
review 

Level 4 Critical Violations/ 
Systemic 
Noncompliance 

Fraud, willful misrepresentation, 
major fiscal mismanagement 

Suspension/termination of 
contract, fund de-
obligation, referral to OESC 
or law enforcement. 

 
The appropriate sanction level will be determined based on a review of the evidence, the provider's history, and the 
risk to the integrity of WIOA programs. 
 
Sanctions Process 
1. Notice of Intent to Sanction (NOIS) 

A written notice will be issued to the provider outlining the proposed sanction, the reason for it, and any required 
remedial actions. 

2. Opportunity to Respond: 
Providers will be given a 15-business-day period to respond in writing, present additional documentation, or 
request a meeting to discuss the matter. 

3. Final determination: 
After reviewing the response, SWB will issue a final written decision identifying the sanction to be imposed and a 
timeline for resolution. 

4. Right to Appeal: 
Providers may appeal sanctions in accordance with SWB’s appeal procedure. If unresolved, appeals may be 
referred to OESC pursuant to WSD 03-2025 and 20 CFR § 683.600. 

 



All formal sanctions and associated monitoring reports will be submitted to the OESC. In cases of critical violations or 
unresolved compliance issues, SWB will coordinate with OESC for further action, which may include additional 
investigation, repayment determinations, or federal referral under WIOA Section 184(c). 

Repayment of Disallowed Cost and Debt Resolution 

If monitoring or audit findings conducted by SWB or its designee result in a determination of disallowed cost, the 
service provider or subrecipient will be held responsible for repayment of established debt. 
 
Timeline for repayment 
Once the debt has been formally established through a Final Determination, repayment must be made within 60 
calendar days of the issuance date. Repayment will generally be expected in the form of a cash payment, unless SWB 
and the debtor agree to an alternative method, consistent with federal guidance and subject to approval by the SWB 
Executive Director or Fiscal Officer. 
 
In cases where funds were misused due to willful disregard of WIOA requirements, gross negligence, or failure to 
meet administrative standards, repayment must be made using non-federal funds.  

Appeals Process 

The SWB is committed to ensuring fair and transparent procedures for resolving disputes related to monitoring 
findings, corrective actions, and imposed sanctions. In accordance with WSD 03-2025, WIOA Section 184, and 20 CFR 
§ 683.600, any subrecipient or service provider subject to a formal sanction, disallowed cost, or contract action has 
the right to request an appeal. 
 
This appeals process provides an opportunity for due process and ensures that all parties are heard before a final 
determination is enforced. 
 
Eligible Appeals 
Entities may appeal the following decisions: 

• Disallowed cost 

• Imposed sanctions (level 2 and above) 

• Contract suspension, termination, or reduction of funding 

• Findings of non-compliance that impact program or fiscal eligibility 

• Rejection of a proposed CAP. 
Appeals Procedure 
1. Submission of Appeal: 

A written appeal must be submitted to the SWB Executive Director within 15 business days of receiving the final 
monitoring report or sanction notice. The appeal must include: 

• A clear statement of the issue being appealed 

• Relevant facts, documentation, and grounds for appeal 

• Contact information and signature of authorized representative. 
2. Initial review and Acknowledgments 

The Executive Director or designee will acknowledge receipt of the appeal in writing within 5 business days and 
will review the submission for completeness and validity 

3. Informal Resolution 
SWB may initiate an informal meeting with the appellant to resolve the issue prior to a formal hearing. If 
successful, a resolution agreement will be documented and signed by both parties. 

4. Formal Hearing 
If the issue is not resolved informally, a formal appeal hearing will be scheduled within 20 business days of receipt 
of the appeal. The hearing will be conducted by a neutral panel designated by SWB, which may include board 
members, staff, and/or third-party reviewers with no conflict of interest. 

5. Decision and Notification 



The panel will issue a written decision within 10 business days of the hearing, which will include findings of fact, 
the final determination, and the rationale for the decision. This decision will be final unless escalated. 

 
Escalation to the State 
If the subrecipient is not satisfied with the local board’s decision, they may escalate the appeal to OESC in accordance 
with WSD 03-2025 and 20 CFR § 683.600. The state appeal must be filed within 30 calendar days of receiving SWB’s 
final decision. SWB will fully cooperate with any state-level investigation or hearings and provide all relevant 
documentation. 

Final Determination 

When monitoring activities identify noncompliance, performance deficiencies, or financial irregularities, SWB will 
issue a formal Final Determination and, if warranted, impose sanctions to protect the integrity of the public workforce 
system. This process ensures that all subrecipients and service providers are held accountable while being afforded 
due process outlined in WIOA Section 184, 20 CFR § 683.420, and WSD 03-2025. 
 
Final Determination 
After completing the monitoring and corrective action process, SWB will prepare a Final Determination Notice that 
addresses the status of each finding, the effectiveness of the corrective action taken, and whether additional actions 
or sanctions are required. 
 
Before the Final Determination is issued, the Local Board and the Chief Local Elected Official (CLEO) will be provided 
with a copy of the proposed determination for review and input. Their feedback and agreement will be documented 
and considered as part of the final decision-making process. 
 
The Final Determination will then be formally issued in writing by SWB within 30 business days of receiving the 
provider’s response to the corrective action. If no response is received, the determination will be based on available 
records and input from the LWDB and CLEO. The notice will include: 

• A summary of the monitoring findings 

• Any corrective actions taken and their effectiveness 

• Final conclusion on whether the issues were resolved 

• Identification of any outstanding unresolved issues 

• The decision to close the matter or impose sanctions 

• Notice of the right to appeal under SWB and WIOA procedures 
 

This determination will be retained in the official monitoring file and shared with the Local Board, CLEO, and OESC in 
accordance with federal and state oversight requirements. 

External Communication & Reporting Requirements 

The SWB is responsible for maintaining timely, accurate, and transparent communication with the OESC regarding the 
administration and oversight of all programs funded under the Workforce Innovation and Opportunity Act (WIOA). 
 
To ensure full compliance with state and federal expectations, SWB will submit and maintain current versions of all 
essential documents with OESC. These documents include, but are not limited to: local and regional workforce plans, 
contracts, memorandums of understanding (MOUs), grant and sub-grant agreements, board-approved policies, 
monitoring reports, performance data, and program-related correspondence. 
 
At the beginning of each program year, SWB will conduct a review of all previously submitted documentation and 
issue a written certification to OESC verifying that the most recent versions are on file. If documents are updated, 
newly developed, or identified as missing, SWB will submit the revised or outstanding materials electronically without 
delay. 
 



During formal monitoring or upon request, SWB will also provide OESC with access to all relevant records, including 
participant case notes, eligibility documentation, service records, and financial data. Final monitoring reports and 
resolutions—whether generated by SWB or its subrecipients—will be submitted to OESC, the Local Workforce 
Development Board, and the Chief Local Elected Official (CLEO) upon issuance. 
 
To ensure accountability and transparency, SWB will also include OESC on all applicable distribution lists for official 
communications. This includes notifications of plan updates, regulatory issuances, contractual changes, board 
minutes, and operational policies. All formal submissions will be signed and/or accompanied by a signed cover letter 
affirming official board approval or authorization. 
All monitoring reports, resolutions, and related correspondence will be retained in accordance with 2 CFR § 200.334, 
which requires financial and programmatic records to be maintained for at least three years from the date of the final 
expenditure report or longer as otherwise required by law, audit, or funding conditions. 
 
This documentation and communication protocol reinforces SWB’s role as a transparent, accountable, and responsive 
WIOA administrator within the State of Oklahoma’s workforce system. 

Technical Assistance 

The Southern Workforce Board (SWB) recognizes that effective oversight is not only about identifying noncompliance, 
but also about supporting continuous improvement. As part of its commitment to quality service delivery and 
regulatory compliance, SWB will provide or coordinate technical assistance (TA) to subrecipients, service providers, 
vendors, and partners across all WIOA Title I programs. 
 
Technical assistance is a key strategy for ensuring that issues are corrected efficiently, capacity is strengthened, and 
best practices are shared across the local workforce system. 
 
Purpose of Technical Assistance: 
The purpose of technical assistance is to  

• Clarify policies, procedures, and regulatory requirements 

• Prevent and address compliance issues before they escalate 

• Support corrective action implementation 

• Build staff knowledge and operational capacity 

• Foster continuous improvement and performance alignment 
 
When Technical Assistance Will Be Provided 
Technical assistance may be offered in the following circumstances: 

• During routine or risk-based monitoring reviews (programmatic or fiscal) 

• Following the identification of findings or observations 

• Upon request of the service provider or subrecipient. 

• When the state of federal policy changes requires operational alignment 

• In response to underperformance, data quality concerns, or recurring procedural issues. 

• As a component of a Corrective Action Plan (CAP) 
 
Delivery Methods 
Technical assistance may be delivered through: 

• One-on-one coaching or consultation (in person or virtual) 

• Customized training sessions or workshops 

• Written guidance, templates, or toolkits 

• Peer learning or facilitated group discussions 

• Joint review of policies, procedures, or systems 
All technical assistance provided will be documented and included in the provider’s monitoring file, particularly if 
linked to a corrective action or compliance concern. 
 



Follow-up and Evaluation 
Following the delivery of technical assistance, SWB may conduct a follow-up review to assess 

• Whether the assistance was implemented correctly 

• If the issues have been resolved or improved 

• Whether additional support is needed; 

• Lessons learned that may inform system-wide improvements 
Where applicable, technical assistance outcomes will be incorporated into monitoring reports, resolutions, or ongoing 
risk assessments. 

Equal Opportunity and Nondiscrimination Statement 

All Recipients, and Sub-recipients/Sub-grantees must comply with WIOA’s Equal Opportunity and Nondiscrimination 
provisions which prohibit discrimination on the basis of race, color, religion, sex (including pregnancy, childbirth, and 
related medical conditions, transgender status, and gender identity), national origin (including limited English 
proficiency), age, disability, political affiliation or belief, or, for beneficiaries, applicants, and participants only, on the 
basis of citizenship status or participation in a WIOA Title-I financially assisted program or activity. 

Revisions 

The SWB Executive Director is authorized to make revisions and issue supplemental instructions, guidance, approvals, 
and/or forms as necessary to implement, clarify, or maintain compliance with this policy. This authority extends to 
making updates as required to align with federal or state regulations, policy directives, or organizational needs.   
 

Appendices 
Attachment A. Risk Assessment Matrix 
Attachment B.  Responsibility Matrix 
Attachment C. Program Monitoring Checklist 
Attachment D. Eligibility Monitoring form 
Attachment E  On-Site Monitoring Forms 
Attachment F. Corrective Action Plan (CAP) Template 
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Attachment B 

SWB Monitoring Responsibility Matrix 
 

 
 

Monitoring Area / Activity Responsible Party Monitoring Method Frequency / Notes 

Plans, contracts, grants, and 
subgrants access 

Board Staff Document review Ongoing 

Monitoring of new service 
providers (Pre-award) 

Board Staff Document 
review/monitoring 
tool 

Within 120 days of contract start 

Comprehensive program 
monitoring 

Board Staff Monitoring tool, desk 
review, site visit 

At least once per program year 

Policies and procedures 
review 

Board Staff Policy review At least once per program year 

Participant/registrant file 
review (program eligibility) & 
EEO 

Service Provider and 
Board Staff 

File/sample review Ongoing and sampled by Board 

Monitoring of subrecipients Board Staff Desk or on-site review At least once per program year 

Monitoring of vendors Service Provider 
and/or Board Staff 

Desk or on-site review At least once per program year 

One-Stop Operator and 
Performance 

Board Staff On-site/system review Ongoing 

Financial, procurement, and 
contract monitoring 

Fiscal Officer and 
Board Staff 

Sample review with 
monitoring tool 

Ongoing 

Annual audits Fiscal 
Officer/Executive 
Director 

Audit review Annually 

Review of personnel and 
travel policies 

Fiscal Officer and/or 
Board Staff 

Policy review Annually 

Review of service provider 
prior to end of contracts  

Board Staff Contract/subcontract 
review 

Annually, no less than 60 days 
before the contract expiration 

Review of Board membership 
and compliance 

Board Staff Membership 
compliance review 

Annually 

Review of nondiscrimination, 
EEO, ADA, FLSA compliance 

One Stop Officer, EO 
officer 

Compliance review Annually 

Program performance reports Quality Assurance 
Monitors 

Performance report 
analysis 

Ongoing  

Participant record sample 
reviews 

Quality Assurance 
Monitors 

File review Ongoing sampling 

Review of service provider 
monitoring of participants 

Quality Assurance 
Monitors 

Secondary review of 
findings 

Ongoing sampling 

Review of vendor monitoring 
(by provider or board) 

Board Staff Secondary review Ongoing sampling 

Review of WEX and OJT 
contracts 

Quality Assurance 
Monitors 

Sample review Ongoing sampling 



Attachment C 

Program Monitoring Form 
Basic Information 

Monitor Name: Date of Review: 

Service Provider: Program Type: ☐Adult ☐Youth ☐DLW 

Participant ID: Career Navigator: 

 
Participant File Review 

Checklist Item Compliant 
 (Y or N) 

Notes/Findings 

Eligibility documentation present and valid 
(e.g., low income, age) 

  

Objective Assessment completed   

Individual Employment Plan (IEP) / ISS (for 
youth) is developed and signed 

  

Career services documented (e.g., resume 
help, job search assistance) 

  

Training services documented (if applicable)   

Supportive services documented with 
justification 

  

Measurable Skills Gains (MSG) documented 
in MIS 

  

Credential attainment documented (if 
applicable) 

  

Exit date properly recorded   

Follow-up services provided (within 12 
months post-exit) 

  

Case notes are timely, relevant, and complete   

All documents signed and dated by both staff 
and participant 

  

General Observation: 

Areas Needing Improvement: 

Technical Assistance Provided: 

Recommendation and Next Steps: 

☐No Action Needed  ☐Corrective Action Needed  ☐Additional Technical Assistance 

Due Date of Corrective Action (if needed): ____________________________ 

Date of CAP received: ____________________________ 

Follow-up Date: _________________________________ 
 



Attachment D 

Eligibility Monitoring Form 
General Information 

Monitor Name: Date of Review 

Service Provider Career Navigator 

Participant ID: Program Type: ☐Adult ☐DLW ☐Youth 
 

Eligibility Criteria 

A.) Adult Program Eligibility 

Criteria Verified (Y/N) Notes 
Age    
Authorized to Work in the 
U.S. 

  

Selective Service 
Registration (males born 
after 12/31/1959 

  

Priority of Service 
Determination 

  

Documentation of Income 
or Public Assistance Status 

  

Documentation of basic 
skills deficiency (if 
applicable) 

  

B.) Dislocated Work Program Eligibility 

Criteria Verified (Y/N) Notes 
Age    
Authorized to Work in the U.S.   
Selective Service Registration 
(males born after 12/31/1959 

  

Verification of dislocation due to 
layoff, closure, or military 
dislocation 

  

Documentation of 
Unemployment Insurance 
eligibility (if applicable) 

  

Verification of displaced 
homemaker status (if 
applicable) 

  

C.) Youth Eligibility Criteria 

Criteria Verified Notes 
Age 14–24 at enrollment   
Authorized to work in the U.S.   
Selective Service registration 
(males born after 12/31/1959) 

  

Low-income status (for 
applicable barriers) 

  

Verification of barrier(s) to 
employment (e.g., basic skills 
deficient, homeless, foster care, 

  



pregnant/parenting, offender, 
disability) 

School status at enrollment (in-
school or out-of-school) 

  

Documentation Verification 

Document Type Present (Y/N) Notes 
Proof of Age (e.g., birth 
certificate, driver's license) 

  

Proof of Authorization to Work 
(e.g., Social Security card, 
passport) 

  

Selective Service Registration (if 
applicable) 

  

Income Verification (e.g., pay 
stubs, public assistance records) 

  

Layoff or Dislocation Notice (for 
Dislocated Workers) 

  

Barrier Verification Documents 
(e.g., school records, medical 
records) 

  

Individual Employment Plan 
(IEP) or Individual Service 
Strategy (ISS) 

  

Case Notes Supporting Eligibility 
Determination 

  

Strengths Observed: 

Areas Needing Improvement: 

Technical Assistance Provided:  

Recommendation and Next Steps 

☐No action needed 

☐Corrective Action Required 

☐Additional Technical Assistance Recommended 
Due Date of Corrective Action: ___________________________ 
Date of CAP Received: __________________________________ 
Follow-up Date: _______________________________________ 
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Attachment E 

   

Date of Interview:   

1. Do you feel that you are receiving adequate training?

2. Do you feel that you are receiving adequate supervision?

Who are your supervisors?

3. Will you continue to work for this employer after the OJT training period?

If not, do you feel you have received sufficient training to obtain a job elsewhere in this occupation?

4. What hourly wage you are receiving?    How many hours/week do you work?

Are you paid on commission?    How are you paid? Cash Check

Do you keep track of your total hours and compare to you pay?

Have you every felt you were paid incorrectly?    If so, was it resolved?

5. Has the worksite ever required you to engage in any political activities?

6. Was any fee charged to you in order to obtain this employment?

7. Are you required to split or contribute any portion of your paycheck with anyone working for this employer

or the WIOA Title I program?

8. Are you treated fairly?   Any work related problems?    Injuries?

9. Are the equipment and supplies you need to perform your job furnished to you?

10. Are you receiving the training described in the OJT Training Outline?

11. Who is your WIOA Title I Rep/contact person?

How many times has he/she:  (a) been  by to see you? (b) contacted you by telephone?

12. Are you aware that the WIOA Title I program will need to be informed of your whereabouts and  employment

information (such as place of employment, wages, hours/week, job title, fringe benefits, etc.)

up to twelve (12) months following your last day of training?   Yes: No:

13. What is your current address?

What is your current phone number?

SWB 7/2020

OJT Trainee Signature WIOA Title I Representative Signature

Southern Workforce Board, Inc.

WIOA Title I Adult/DLW/Youth 

On-The-Job Training On-Site Review

TRAINEE INTERVIEW

Trainee:   0



Attachment E 

  

Status of Trainee:  

1 Still in Training 

2 Completed, Still Employed 

3 Completed, Not Retained 

4 Terminated by Worksite 
5 Trainee Quit 

 

Results of On-Site: 

 No Findings 

 Corrective Action Required 
 Notification of Worksite Deficiencies Required 

 

Southern Workforce Board, Inc. 

WIOA Title I Adult/DLW/Youth 
WORK EXPERIENCE ON-SITE REVIEW 

Date of On-Site Review: 

 

Worksite 

Agreement #: 

 WSA Start 

Date: 

 WSA End 

Date: 

 

Worksite Employer: 
 Worksite Contact 

Name: 

 

Physical Street 
Address: 

 
Phone #: 

 

City, State Zip:  Title I Rep Name:  

WSA Mod #1 Info:  

WSA Mod #2 Info:  

 

Which of the following methods are used to record the time and attendance of the trainee? 

Time Clock:   Time Sheets:  X  Other:   
 

 

Trainee(s) Name 
 

Job Title 
Trainee Plan 

Start Date 

Trainee Plan 

End Date 

Funding 

Source 
Hourly 

Wage Rate 

Trainee 

Status 
(see codes) 

Time Period 

Reviewed 

Hrs per 

Work- 

site 

Hrs per 

Board 

          

          

          

          

 

 

 
COMMENTS: 

 

 

 

 
 

 
WIOA Title I Monitor Signature   
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Southern Workforce Board, Inc. 

WIOA Title I Adult/DLW/Youth 

WORK EXPERIENCE ON-SITE REVIEW 
TRAINEE INTERVIEW 

 
Date of Interview:   

 

 
1. Have you ever worked for this employer before? 

 If so, explain:  

2. Are you related to anyone in an administrative capacity at this worksite? 

 
 

If so, who, and what position do they hold? 

3. 

 

Have you received orientation from the worksite on job duties, what is expected of you, and other areas 

 such as worksite safety?  

4. Do you feel that you are receiving adequate training?   Adequate supervision? 

 
 

Who are your supervisors? 

5. 

 

Will you continue to work at this worksite after the training period?   

 If not, do you feel you have received sufficient training to obtain a job elsewhere in this occupation?   

6. Do you know the hourly wage you are receiving?   How many hours/week do you work?   

 Do you keep track of your total hours and compare to you pay? 

 
 

Have you every felt you were paid incorrectly? If so, was it resolved? 

 
  

Has anyone ever required you to surrender any part of your pay to keep your job? 

 
 

If so, explain:  

7. Has the worksite ever required you to engage in any political activities?   

 Any activity which endangered your health or safety or which you fest was far removed from your job 

 duties?   If so, exp lain:  

8. Was any fee charged to you in order to obtain employment?   

9. Are you treated fairly? Any work related problems? Injuries? 

10. 

   

Are the equipment and supplies you need to perform your job furnished to you?   

11. Are you learning the skills outlined in your Trainee Work Plan?   Are you informed of the skill 

 areas you need to improve upon after progress evaluations are conducted? 

12. 

 

Who is your WEX program contact person? 

 
 

How many times has he/she: (a) been to see you? (b) contacted you by telephone? 

13. 

  

Are you aware that the WIOA Title I program will need to be informed of your whereabouts and employment 

 information (such as place of employment, wages, hours/week, job title, fringe benefits, etc.) up to twelve (12) 

 months following your last day of training? Yes:   No:   N/A:   

14. What is your current address? 

 
 

What is your current phone number? 

 
 

 

WEX Trainee Signature Monitoring Representative Signature 

SWB 7/2020 

 

Trainee:   0 

Job Title: 1/0/1900 
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Supervisor: Date of Interview: 

1. Who is your WIOA Title I Representative/Contact Person?

2. Was any fee charged to you in order to obtain the trainee under this Worksite Agreement?

If so, in what capacity?

3. Did the trainee(s) work here prior to being enrolled in the Work Experience Program?

If so, in what capacity?

4. Did you provide Job Orientation for the trainee(s) when he/she started work?

5. What specific training are you providing?

6. Do(es) the trainee(s) receive the same hourly wage as regular employees in the same position?

7. Who supervises the trainee(s)?

8. Have you encountered any problems with (a) WEX program? (b) the trainee(s)?

9. Has/Have the trainee(s) reported any injuries or work condition problems?

10. Do you conduct periodic performance evaluations on regular personnel?

Is the same required for WIOA Title I Trainees?

11. What method is used to record hours worked by the trainee(s)?

12. What is your record retention policy for these records?

How long? Where? How?

13. Do you have a written grievance/complaint procedure?

14. Is the trainee(s) required by you to engage in any political activities?

15. Is there a copy of the training agreement on file at the worksite?

16. Is there a Workers' Compensation Notice posted in a location accessible to the trainee(s)?

17. If applicable, is the Child Labor Law poster in a location accessible to the trainee(s)?

SWB 7/2020

Southern Workforce Board, Inc.

WIOA Title I Adult/DLW/Youth 

WORK EXPERIENCE ON-SITE REVIEW

Worksite Supervisor Signature

SUPERVISOR INTERVIEW

WIOA Title I Monitor Signature
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Corrective Action Plan Template 
 

Subject:  
Entity:  
Effective Date:  
Prepared by:  
Approved by:  

 
Purpose 

 
Corrective Action Objectives 

 

 
Corrective Actions and Procedures 

A. 
Action Procedure Responsible 

Party 
Timeline 

   
    
 

    

 
B. 

Action Procedure Responsible 
Party 

Timeline 

   
 

    

    

 
Monitoring and Evaluation 
 
 
 
 

 
Conclusion 

 


