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SOUTHWEST WASHINGTON

WSW Executive Committee Meeting
Zoom Conference Call
October 23, 2024

3:30 - 4:30 pm

3:30

3:35

3:40

3:55

4:25

4:30

Welcome

Consent Agenda *
e Minutes, Contract & Policy Memos

Sabbatical Leave Program *
WSW Update
e Strategic Plan Staff Day — November 5t

e WSW Board of Directors Meeting - December 10t

Open Discussion [ Other Items

Adjourn

* - Action Required

NOTES

A.D. Simmons

A.D. Simmons

Miriam Halliday

Miriam Halliday

A.D. Simmons

A.D. Simmons

November 20, 2024 - Joint Executive / Finance Committee Meeting - TBD
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SOUTHWEST WASHINGTON

WSW Executive Committee Meeting Minutes
September 25, 2024
3:30 p.m.
Zoom Conference Call

Executive Committee Members Present: A.D. Simmons, Corey Giles, Monte Constable,
Renny Christopher, Councilor Bowerman, and Ted Sprague.

Executive Committee Members Not Present: Paige Spratt, Mark Tishenko, and Adrienne
Watson.

Staff Members Present: CEO Miriam Halliday and Traci Williams.

WELCOME:
Chair A.D. Simmons opened the meeting at 3:34 p.m. and welcomed everyone in attendance.

APPROVALS:

Having reached quorum, Chair Simmons entertained a motion to approve the Consent
Agenda, consisting of the Executive Committee minutes held on August 14, 2024 and the
Contract Memao.

Karen Bowerman moved to approve the Consent Agenda as presented, second by Ted
Sprague. Motion carried.

EMPLOYEE HANDBOOK REVISIONS MEMO:

CEO Miriam Halliday gave an overview of the employee handbook revisions. The summary
of revisions included the following: Work Schedules, Vehicle Use, Travel Time, Benefits,
Fringe Benefit, Holiday, Sick Leave, and the Sabbatical Leave Program. Questions and
comments were addressed by CEO Halliday. After discussion, CEO Halliday will bring back
the Sabbatical Leave Program to the October Executive Committee meeting with the changes
that were brought up in discussion for final approval.

Renny Christopher moved to approve all aspects of the handbook revisions, with the
exception of the Sabbatical Leave Program which will be separately considered at a
later date as presented, second by Monte Constable. Motion carried.

CEO UPDATE:

CEO Miriam Halliday gave an update on the Interstate Bridge Replacement Project. Also
shared was the Digital Equity Statewide Grant submission. The WWA Conference will be held
Nov 12-14t and early bird pricing ends September 30t. The strategic planning dashboard
will be shared out at the next scheduled meeting. The Governor EcSA visit will be held on
October 10" at Dreamline, Inc.

WSW Executive Committee Meeting
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NEW BUSINESS / OTHER ITEMS:
None.

ADJOURNMENT:
With nothing further for the good of the order, Chair Simmons entertained a motion to

adjourn the meeting at 4:23 p.m.

Ted Sprague moved to adjourn the meeting at 4:23 p.m.
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SOUTHWEST WASHINGTON

CONTRACT MEMO

DATE: OCTOBER 16, 2024

TO: MIRIAM HALLIDAY, WSW CHIEF EXECUTIVE OFFICER
WSW EXECUTIVE COMMITTEE MEMBERS

FROM: LINDA CZECH, WSW CONTRACTS MANAGER

RE: CONTRACT UPDATE (SEPT-OCT 2024)

WSW modified the following contracts:
e Equus Workforce Solutions QUEST Dislocated Worker to modify performance, extend end date to
December 31, 2024.

WSW executed the following contracts:

e Love Overwhelming WIOA Adult & Dislocated Worker contract for $25,000, end date September 30,
2025.

e Career Path Services WIOA Adult, Dislocated Worker and Youth System Outreach for $130,000, end date
September 30, 2025.

e Career Path Services WIOA Adult & Dislocated Worker Operator contract for $340,000, end date
September 30, 2025.

e Partners in Careers Federal Economic Security for All for $41,089, end date September 30, 2025.

WSW notification of grant award/execution:
e WSW received a grant notification for the Basic Food Employment & Training (BFET) from Department of
Social & Health Services for $132,047, end date September 30, 2025.

None
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SOUTHWEST WASHINGTON

POLICY MEMO

DATE: OCTOBER 16, 2024
TO: MIRIAM HALLIDAY, WSW CHIEF EXECUTIVE OFFICER
WSW EXECUTIVE COMMITTEE MEMBERS
FROM:  TRACI WILLIAMS, WSW OPERATIONS MANAGER/SENIOR EXECUTIVE ADMINISTRATOR
RE: POLICY UPDATES

WSW Monitoring Policy 2003-7

This revision is to our Monitoring Policy. The Employment Security Department revised the state policy to add
missing language that a formal report must be distributed to one or more persons with decision making authority
at the organization being monitored. WSW will issue a formal monitoring report that includes both programmatic
and fiscal monitoring summary. Another revision, the initial report issued was changed from 10 to 15 working
days from the exit meeting or exit email.

Based on the approval process, this policy approval falls under Tier 2 Executive Committee approval and
Full Board notification.

Tier 2 — Intermediate

Definition: Intermediate revisions consist of minor tweaks to language to improve functionality for service
providers. The modification could be a change requested by the service provider. These revisions require
Executive Board approval and Full Board notification.

WSW Economic Security for All - Eligibility Policy 3501-2

This revision is to our Economic Security for All - Eligibility Policy. This revision reflects the change from ID to
Identity to align with Employment Security Department policies. A note regarding documents permitted to satisfy
eligibility criteria was added. The revised Economic Security for All - Eligibility Policy is posted for your reference.

Based on the approval process, this policy approval falls under Tier 1 Executive Committee and Full Board
notification.

Tier 1 — Minimum
Definition: Minimum revisions consist of grammar, spelling, branding changes, State or Federal mandated

adjustments, or a new State or Federal mandated policy with no local revisions. These revisions would not
require Executive or Full Board approval but would be included in a notification memo.
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OCTOBER 2024 POLICY MEMO

WSW Economic Security for All — Career Accelerator Incentives Policy 3502-2

This revision is to our Economic Security for All — Career Accelerator Incentives Policy. This revision aligns the
Incentive Payments criteria to the Employment Security Department policy. The revised Economic Security for All -
Career Accelerator Incentives Policy is posted for your reference.

Based on the approval process, this policy approval falls under Tier 1 Executive Committee and Full Board
notification.

Tier 1 — Minimum
Definition: Minimum revisions consist of grammar, spelling, branding changes, State or Federal mandated

adjustments, or a new State or Federal mandated policy with no local revisions. These revisions would not
require Executive or Full Board approval but would be included in a notification memo.
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SOUTHWEST WASHINGTON

Workforce Southwest Washington
Policies and Procedures

MONITORING POLICY
POLICY #: 2003 Revision 67

Date of Original Policy: 02/17/2009
Effective Revision Date: 08/14/202410/23/2024

PURPOSE:
To establish monitoring standards for subrecipients of all funding streams provided by
Workforce Southwest Washington (WSW).

BACKGROUND:

Federal and State funding administered by WSW requires a monitoring system that
provides regular oversight of each subrecipient and their funded activities. Monitoring
must ensure compliance with applicable requirements and that performance
expectations are being achieved. Regulations also require WSW to continuously monitor
grant-supported activities in accordance with uniform administrative requirements, the
grant requirements and OMB 2 CFR Part 200.

POLICY:

WSW is responsible for oversight of the programmatic and financial activities of its
subrecipients to ensure proper stewardship of grant funding. WSW fulfills this statutory
responsibility described in WIOA Section 183 and OMB 2 CFR Part 200 as outlined
below:

1) WSW will conduct monitoring of each subrecipient on an annual basis for all Title
| funded contracts. Subrecipients contracted through other funding sources will
be monitored in accordance with the funding requirements.

2) WSW establishes and adheres to appropriate systems for award of all contracts
per WSW #1003 Procurement Policy. All subrecipients and contractors are
expected to follow this policy and WSW will verify compliance during monitoring.

3) WSW executes contracts with subrecipients that establish clear performance
goals and financial obligations in unambiguous terms. These programmatic and
financial terms will be monitored to ensure accountability.

4) WSW will evaluate subrecipient risk of non-compliance with Federal statutes,
regulations, and the terms and conditions incorporated in the contract.
Determining risk factors could include, but not limited to:

a. Prior experience with similar contracts.

b. The results of previous audits and/or monitoring and the extent to which
the same or similar contract has been reviewed.

c. New personnel and/or new or substantially changed systems.

d. Budget amount in relation to the grant budget.
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5) WSW takes prompt and appropriate corrective action upon becoming aware of
any evidence of violation of federal or state associated regulations, state
provisions, WSW policy, or subrecipient agreement.

6) WSW will provide technical assistance as necessary to meet federal, state
standards or to meet contractual obligations.

7) Based on the risk assessment, WSW may or may not perform an on-site review,
unless as otherwise required per grant agreement.

8) WSW staff with expertise in each of the compliance areas will conduct the
review.

9) Itis arequirement that the subrecipient permit WSW to have access to records,
financial statements, facilities, staff, and participants.

10) At the discretion of WSW monitoring staff, pieces or all the review may be done
remotely.

PROCEDURES:

WSW will conduct, in most cases, program and fiscal monitoring in a coordinated effort if
not simultaneously. Equal Opportunity Monitoring may be conducted in conjunction with
program and fiscal monitoring or may be scheduled separately. Monitoring activities will
help identify potential weaknesses before such weaknesses result in substandard
performance or questioned costs. The specific monitoring tasks and related procedures
conducted by WSW to fulfill its responsibilities include but are not limited to the following:

e Submission of an annual Monitoring Plan as required by grantors.
e Review of previous subrecipient monitoring reports.

o A thorough review of invoices and supporting documents submitted by the
subrecipient to assure that expenditures are appropriately charged against cost
categories and within cost limitations, including proper indirect and management
fee charges, where applicable.

e A thorough review of a selected sampling of financial records and source
documents, i.e., invoices, receipts, vouchers, cancelled checks, time sheets, etc.

e WSW generates its own required invoice for each subrecipient, which serves as
an ongoing monitoring tool. Program managers review for planned versus actual
spending and to ensure budgeted line items are charged appropriately.

o Review of compliance with WIOA (or other funding source terms and conditions),
federal regulations including OMB Super Circular 2 CFR 200, state and local
policies, and the local strategic plan.

o Areview of internal controls, including but not limited to cash management,
proper documentation, separation of duties, methods of determining allowability
of direct and indirect costs, providing participant supportive services, and/or
personnel management.
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o Areview of property inventory in accordance with WSW #2001 Property
Management.

¢ Review of Equal Opportunity compliance using the process outlined in the WIOA
Equal Opportunity and Nondiscrimination Monitoring guide. Review could include
but not limited to, signed participant notification, grievance procedures, walk
through of facility, staff and participant interview, or medical information storage.

e Review of documents or other publications that describe a project or program to
ensure compliance of the inclusion of specific language acknowledging federal
funding when publicly communicating as outlined in the Stevens Amendment.

e A thorough review of participant records, i.e., electronic participant files including
eligibility, training, and supportive services documentation. Staff will review for
completeness, accuracy, and internal consistency of documentation.

o Review of participant services and support payments provided. Ensure
appropriate documentation is available in participant file to determine eligibility
and allowability according to contract, regulations, or policy.

o |f applicable, a review of previous year’s findings or issues to ensure corrective
action was taken.

e Review of performance outcomes and contract deliverables. Review includes
planned versus actual performance and equity in service delivery.

o Performance is monitored on a quarterly basis through reports submitted by
subrecipients and reports available through the case management system.

¢ Review with the subrecipient at time of monitoring, any exceptions, issues, or
lack of internal controls found during review.

Report

Upon completion of the monitoring, WSW will issue an Initial Report outlining any
exceptions, issues, concerns, observations, or unanswered questions. The subrecipient
will answer questions, provide feedback, correct exceptions, issues, or concerns within
the allotted time provided. Separate Programmatic and Fiscal Monitoring Reports will be
issued with any unresolved exceptions, issues, concerns, or unanswered questions. If
after the final response from the subrecipient there are still unresolved exceptions,
issues, or concerns, a resolution plan will be implemented to ensure compliance and
follow through. The resolution plan could include but not limited to corrective action plan,
improvement plan, additional time for corrections, or technical assistance from WSW.
Once all monitoring activity is complete WSW will issue a Formal Monitoring Report that
includes both programmatic and fiscal monitoring summary to the subrecipient agency’s
decision-making contact.

Process and Timeline
1. Monitoring scheduled — the annual calendar is created no later than July 1 for the
program year; dates are included in executed copies of subcontracts and placed
in Outlook calendar.

WSW conducts a risk assessment — 30-60 days prior to monitoring date.
WSW determines level of monitoring — 30-60 days prior to monitoring date.
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If necessary, WSW entrance meeting

Program and Fiscal data are gathered and reviewed.
WSW will follow up with questions/concerns.

If necessary, WSW will conduct an exit monitoring meeting.

© N o 0 A

Initial Report issued, including Programmatic and Fiscal sections, — within 165
working days from the exit meeting or exit email._If no subrecipient response is
warranted and/or no unresolved issues remain Quality and Compliance Manager
will move monitoring to Step #11.

9. *EO Monitoring review will be included as a summary section, at minimum by
reference, within the Initial Report, if conducted in unison with program and fiscal
monitoring, and follow the same response and finalization of monitoring report
timeframe. The summary will include specific best practices, observations,
noncompliance issues found, and recommendations for achieving compliance.

10. Subrecipient initial response and resolution time — within 30 working days of
Initial Report issued.

11. Separate Programmatic and Fiscal Final Reports issued — within 158 working
days of subrecipient initial response. If no subrecipient response is warranted
and/or no unresolved issues remain Quality and Compliance Manager will move
monitoring to Step #16.

12. *A separate EO Monitoring Report will be issued no later than with the Final
Monitoring Report. The report will address each Non-Discrimination Plan (NDP)
element. When areas of non-compliance remain, the monitoring report will list the
specific issue and provide corrective action(s) to be taken.

13. Subrecipient final response and resolution time — within 30 working days of Final
Report issuance date.

14. WSW review and determination of response within 15 working days of final
response. Steps #10 and #11 may be repeated and a revision of the Final Report
issued, if necessary, to resolve issues identified.

15. Corrective Action Plan issued, if applicable to resolve exceptions, issues, or
concerns.

16. Formal Monitoring Report issued to one or more persons with decision making
authority at the subrecipient’s organization being monitored. This report must
include an executive summary, the time period of the review, summary of the
scope and scale of the review, identify areas of non-compliance, and steps taken
to resolve those, conclusions, and any promising practices. In the case where
ESD is the entity being monitored, the report will be sent to the appropriate
Workforce Services Division Regional Director.

16:17. Monitoring closed — upon all exceptions, issues, concerns, or questions
resolved.

Equal Opportunity Monitoring
1. If necessary, WSW may alter EO monitoring process to conduct EO monitoring
separate from Program and Fiscal Monitoring.

A. WSW will email EO Monitoring Report to the Subrecipient for review and
comment, no later than 30 business days after the on-site visit. The report
will document the review including best practices, areas found to be in
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compliance, and any noncompliance issues found, addressing each NDP
element. When areas of hon-compliance remain, the monitoring report
will list the specific issue and provide corrective action(s) to be taken.

B. The Local EO Officer and Assistant EO Officer are available to provide
technical assistance regarding compliance.

C. WSW will issue a closeout email to the Subrecipient once any necessary
changes have been made.

DEFINITIONS:

Contract — WSW defines a contract in accordance with OMB 2 CFR 200.22, which
states, in part, that “Contract means a legal instrument by which a non-Federal entity
purchases property or services needed to carry out the project or program under a
Federal award.”

Corrective Action Plan — a plan written by WSW Program Manager to subrecipient when
a subrecipient is behind in spending, below targets for performance, there are
continuous data entry and/or program eligibility errors, disallowed costs, lack of
adequate internal control processes, equal opportunity noncompliance, or other issues
identified by WSW. Plan will outline corrective action and steps taken by subrecipient to
comply. Failed corrective action could result in loss of contract and/or funding. WSW can
issue corrective action at any time during the contract period.

Daily Observation Report (DOR) — An optional monitoring tool WSW may use to
document and communicate progress with subrecipient. The DOR includes all
observations from that day: noted practices, items to address, briefing of other items
found throughout the day including any recommendations, allowable cost activity
discussions throughout the day including any questioned costs or disallowed costs,
items that were resolved on site, or no issues identified.

An Exit DOR, for both Programmatic and Fiscal monitoring, may be provided to the
subrecipient as a required attachment to monitoring reports to capture the scope of
monitoring, track and document status of items to be addressed, required actions, and
details of resolutions. When required, the Exit DOR will be referenced in the monitoring
report and the subrecipient must submit the completed DOR with the monitoring
response.

Disallowed Costs - Identified during monitoring and included in the Initial Daily
Observation Report, Management Letter, Draft Final Report and Final Monitoring Report.
In addition, disallowed costs above $25,000 are also identified as a Finding in the
Monitoring Report. Disallowed Costs include any expenses of WIOA grant or contract
funds that are determined to be unallowable, unallocable, or unreasonable based upon
federal or state law or regulations.

Levels of Risk — All subrecipients of WSW are measured against the current risk
assessment tool prior to first contract and at each monitoring checkpoint. According to
score, risk levels can be “high”, “medium” or “low”. These results will influence WSW’s
ability to initiate a contract, decide on a monitoring level and determine monitoring

sample sizes.
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Levels of monitoring — Based on current risk assessment tools the location and sampling
patterns of formal monitoring procedures may differ.

Management Information System (MIS) — An Internet based Case Management System
is the primary system used to document services in accordance with state and/or WSW
policy and procedures.

Providers are also responsible to maintain a fiscal management system that will support
the federal and program requirements. General ledger and payroll systems must have
the ability to segregate program costs and document time and effort adequately, within a
system of proper internal controls.

Nondiscrimination Plan (NDP) - a document that describes to USDOL how Washington’s
WorkSource system will provide workforce development programs and services in a
manner which ensures equal opportunity and nondiscrimination. The NDP consists of
nine elements: State-level and local EO Officers; Notice and communication;
Assurances; Affirmative outreach; Disability requirements; Data collection; Monitoring for
compliance; Discrimination complaint process; and corrective actions and sanctions.

Questioned Costs - Costs questioned by the monitor as being unallowable, unallocable
or unreasonable. Questioned costs are costs which (a) resulted from a violation or
possible violation of a statute, regulation, or the terms and conditions of a Federal or
state award, including for funds used to match Federal funds (unallowable); (b) where
the costs, at the time of the monitoring visit, are not supported by adequate
documentation (unallocable); or (c) where the costs incurred appear unreasonable and
do not reflect the actions a prudent person would take in the circumstances
(unreasonable). Questioned costs will be resolved in one of two ways: (a) Questioned
Costs that are determined to have been allowable, allocable and reasonable are
considered allowed; or (b) Questioned Costs that are determined to be unallowable,
unallocable or unreasonable will be disallowed.

Subrecipient — WSW defines subrecipient in accordance with OMB 2CFR 200.330,
which identifies a subrecipient as an entity receiving a portion of a federal award that
creates a federal assistance relationship and is responsible for listed tasks and
determinations within the provision of services to the public.

Technical Assistance - To identify areas for improvement in the program and in recipient
and sub-recipient operations during monitoring and compliance review visits. May
include assistance in developing a performance improvement plan.

REFERENCES/RESOURCES:

Workforce Innovation and Opportunity Act

Office of Management and Budget Super Circular 2 CFR Part 200

State Policy No. 5414 Rev 1

State Policy No. 5402 Rev 3

WSW’s Procurement Policy #1003

WSW’s Property Management and Inventory Directive Policy #2001 Rev 3
Workforce Professionals Center - Equal Opportunity Compliance (wa.gov)

WEBSITE:
http://workforcesw.org/providers#OperationsPolicies
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SUPERSEDES:
e WSW Monitoring Policy #2003 Rev 3
e WSW Monitoring Policy #2003 Rev 4
e WSW Monitoring Policy #2003 Rev 5 effective 12/12/2023

e WSW Monitoring Policy #2003 Rev 6 effective 8/14/2024

INQUIRIES:
Please contact Tamara Toles ttoles@workforcesw.org (360) 567-1075 for questions.
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