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References:

Workforce Innovation and Opportunity Act of 2014 (Public Law 113-128)

WIOA Final Rules published in the Federal Register, Vol. 81, No. 161, dated August 19, 2016,
Sections 680.760, 680.770, 680.210, 680.320

Purpose:
Pursuant to the Workforce Innovation and Opportunity Act of 2014 (Public Law 113-128) and State

Policy 2001-01 WIOA program participants have a right to file a grievance. Grounds for a grievance
involve individual discrimination based on race, color, religion, sex, national origin, age, disability,
and political affiliation or belief during employment in the administration of, or in connection with,
any WIOA-funded program or activity.

If a participant thinks that he/she has been subjected to discrimination under a WIOA-funded
program or activity, a complaint can be filed within 180 days from the date of the alleged violation
with the Local Workforce Development Area's (LWDA) Equal Employment Opportunity (EEO)
Officer, or the participant may file a complaint directly with the Civil Rights Center (CRC).

Program Operators will make every effort to resolve complaints at their level. If a resolution
cannot be achieved, the complaint has the option of contacting the Greater Peninsula Workforce
Development Board's EO Officer or go directly to the Director, Civil Rights Center in Washington,
D.C.

Procedure If a participant believes that he/she has a complaint regarding a violation of his/her
civil rights, he/she can take the following steps:

Step1:  Go to the LWDA's EO Officer within 180 days of the alleged violation and bring the
problem to that organization's attention. The LWIDA has 90 days to respond.

Step 2:  If the LWDA does not respond within 90 days, the participant can immediately file the
complaint directly with the CRC.

Step 3:  If the LWDA responds within the 90 day limit and the participant is not satisfied with the
resolution of the complaint, he/she can file directly with the Director of Civil Rights
Center. This latter filing to the CRC must be completed within 30 days of the date you
receive notice of the Subcontractor's proposed resolution.

Step 4:  If the participant chooses, he/she may by-pass the LWDA and go directly to the CRC.
The filing must be done within 180 days from the date of the alleged violation. Address
of the CRC is shown on next page.
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Director, Civil Rights Center (CRC)

U. S. Department of Labor

200 Constitution Ave., N.W., Room N-4123
Washington, DC 20210

Email: CRCExternalcomplaints@dol.gov
Fax: 202-693-6505

General:

A. Al LWDA internal time limits for grievances will be strictly adhered to unless it is not
possible due to schedule limitations. The LWDA’s Executive Vice President and Chief
Operating Officer will approve/disapprove any requests for extension based on the facts of
the case. The Director of the Civil Rights Center is the only person who can grant
extensions on time limits regarding discrimination complaints.

B. A copy of the grievance procedure and civil rights form will be given to each participant
enrolled in WIOA activities for their review and signature. The original copy of this form
will be placed in their participant folder.

C. The LWDA's EO Officer is Ms. Shannon Trochuck, 757-826-3327. If you have any questions,
please discuss them with your Career Planner first and Ms. Trochuck later if the participant
needs additional information. For hearing impaired, the Virginia Telecommunications
Relay Service is a service that relays a conversation between a person with a speech or
hearing disability using a TTY (Text Telephone) and a hearing person using a regular
telephone. To reach Virginia Relay simply dial 711. Additionally, Peninsula Worklink has a
Text Telephone located in its telephone bank and the number to this telephone is
757-766-4928.

D. The participant is requested to sign below to indicate that he/she has read and
understands the information contained in this procedure. The Careeer Planner is required
to counter sign that the participant has read and understands these grievance procedures.

Participant Signature Date

Career Planner’s Signature Date
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RESCINDS: GPWDC Standard Operating Procedure (SOP) 2002-17 Records Management
FGB 2010-07 Files and Records Retention Procedures

CROSS REFERENCES: FGB 2015-001 Storage of Files

The foliowing procedures are being issued to provide guidance and instruction on the procedures
pertaining to the internal management and disposition of all participant records and files
associated with federal grants being locally administered under the Peninsula Council for
Workforce Development/Federal Division’s authority.

I CUSTODY OF RECORDS:

All Program Service Providers (including Contractors) hereby agree to retain and secure all
participant files, records and forms, and any official supporting documentation, and other
documents relative to the performance of their Statement of Work (SOW)/Contract, as applicable,
for a four (4) year period following the expiration of the SOW/Contract or until audited, whichever
is greater. However, if any audit claim, litigation, negotiation or other action involving the records
has been started as a result of the audit or before the expiration of the four (4) year period, the
records shall be retained until completion of the action and resolution of all issues which arise from
it. The Peninsula Council for Workforce Development/Federal Division (PCFWD/FD or Council), its
authorized representatives, and/or State and federal auditors and/or monitors shall have full
access to and the right to examine any of said materials during said period. The Service Provider
shall be responsible for all costs associated with the retention of the records and other documents
after the completion of the active grant award period.

Il RECORD SECURITY:

Effective immediately, all retired Participant Files for the most recently closed Program Year (based
on the exhaustion of the 12 month Follow-up period), must be filed, reviewed and secured in the
controlled filing area within 15 days of the completed Follow-up period. Until a file reaches this
official retirement period, all active records (records not Exited or Exited records with an open
Follow-Up) are the responsibility of the assigned Case Manager and Program as noted in the VAWC
record. If the Case Manager assignment in VAWC is not representative of the currently assigned
Case Manager, then it is the current Case Manager’s responsibility to effect the VAWC change as
soon as they assume responsibility for a record. The assigned Case Manager and Program Manager
are responsible for properly securing and maintaining all “active and working” participant records
under their attention and care.

All retired participant records must be segregated, filed and accounted for using an official VAWC
Report to reconcile the physical files against the official electronic record. Retired files must be
secured in a locked-filing cabinet with access limited to the Service Provider’s Program
Management. If a locked filing cabinet or secure room is not available, or if space is limited to
house the files for all of the required retention years, then the “older year” files can be inventoried,
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boxed and submitted to the PCFWD/FD office for permanent storage and safe-keeping until they
are properly disposed of per this policy. However, before the transfer of any files can occur, all
records being transferred will need to be inventoried by both the Service Provider and then the
PCFWD/FD staff person taking receipt consistent with the guidance provided below under the
section “Transfer of Records.”

If and when retired files may need to be accessed by any of the WIOA staff, then the Program
Manager or authorized designee will be responsible for retrieving, checking-out and then later
re-filing the record. If an individual retired file is being removed from the locked cabinet for
purposes of a desk review, then the Program Manager or authorized designee, is responsible for
signing the record out to an authorized user and filing a place-holder of this “Individual Record
Check-Out” in the filing space of any checked-out record. This same procedure should be used as
standard operating procedure during audits, monitoring visits or any other time when individual
retired records are being removed from secured file storage for review. If the review of any
individual record is part of a larger group review, then a “Master List” of temporarily checked-out
records can be used to document any pulled records. The Master List for any checked-out group of
records should be filed at the front of each Program Year’s Major Funding Group.

. RECORD SEGREGATION:

Once a participant file has been retired from active case management responsibility (meaning the
12 month follow-up has passed), the file must be retired to a secure and central storage repository
with access limited to authorized WIOA Program Management.

Effective immediately, all retired participant records should be segregated and filed first by
Program Year (July 1 through June 30 of each year based on date of Exit) and then secondly by
major WIOA funding group (i.e. Adult, Dislocated Worker, In-School Youth, Out-of-School Youth)
within each respective Program Year, since the records are always reviewed by Major Funding
Source on a Program Year basis (i.e. PY ‘XX Adult, PY ‘XX Dislocated Worker, PY ‘XX In-School

etc.). As part of this new filing, Service Providers should obtain a VAWC Report from the System
Administrator for use to ensure internal consistency between the records listed in the VAWC Report
(official record of accountability) and the presence of the required physical file. Since some
individual records may have activity that was funded by a combination of Formula Funding and
Stimulus funding for example, if applicable, within each of the respective programs, the filing of the
Exited records will only be segregated by Major Funding Source (Adult or Dislocated Worker) within
each Program Year rather than by breaking things down by sub-funding source (Formula and
Stimulus) within each of the two programs (Adult and Dislocated Worker).

Iv. RECORDS RETENTION:

[ 3]




For Workforce Development

\ PENINSULA COUNCIL

Participant Record Management
and Retention

Field Guidance Memorandum 107

Issued Date: 2/17/2012
Reissue Date 8/1/2016
Updated 1/3/2017

The Service Provider shall keep copies of all participant records and files pertaining to the
performance of this SOW/Contract and/or Addendum(s) hereto for four (4) years following the
completion of the Program Year. However, if any audit claim, litigation, negotiation, or other
action involving the records has been started before the expiration of the four (4) year period, the
records shall be retained until completion of the action and resolution of all issues which arise from
it, or the four (4) year period, whichever is greater. Once the four (4) year retention year period or
audit contingency period has elapsed, the Service Provider should immediately properly dispose of
the recently expired Program Year records. The Service Provider shall be responsible for all costs
associated with this provision.

V. TRANSFER OF ACTIVE RECORDS:

The Service Provider is responsible for tracking and logging any transfer of official records in their
custody when such records are being transferred to another field office or location, whether
temporarily or permanently. The tracking information should include all appropriate identification
information including date, originating location, receiving location, purpose, clear itemization of all
records being transferred, signature of all couriers involved in the transfer from the time of records
release to final receipt.

The PCFWD/Federal Division (PCFWD/FD or Council) may request transfer of certain records to its
temporary custody during the course of a year for general review and/or monitoring purposes. The
Service Provider is responsible for ensuring strict adherence to this transfer procedure when
releasing any records to the Council.

VL. SOW/CONTRACT TERMINATION AND CLOSE-OUT:

In the event of the termination of the relationship between the Council and Service Provider, the
Service Provider is responsible for the formal transfer of all participant records to the Council office
consistent with the transfer provisions described above. The Service Provider will be responsible
for all WIOA program costs associated with the required storage and disposition of all participant
records pertaining to this SOW/Contract or Addendum(s) hereto unless otherwise determined by
the Council.

The Service Provider shall forward to the Council within two (2) weeks of the termination of this
SOW/contract, a completed final Close-Out Package, as specified by the Council. As part of this
close-out package, the final disposition of all participant records and files associated with the
performance of this SOW/contract during the still active retention periods, including any active
Disposal Log period records, must be reviewed and reconciled to the Council’s satisfaction.
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Vil. FINAL RECORD DISPOSITION:

Service Providers must properly dispose of and destroy (shredding) all participant files and records,
taking special care regarding the confidential nature of any such records, once the minimum time
period for records retention as described above has elapsed. There is no reason to maintain
records beyond the mandated retention period. The Service Provider should consult with the
Council before disposing of any records if there is any question about the retention value of any
older records. The Service Provider should maintain a Record Disposal Log documenting all
pertinent information of any official record(s) being destroyed. The Disposal Log for any expired
records being destroyed should be maintained for a period of three years after final disposal.

The PCFWD/Federal Division may request the transfer of any records to its custody when it
determines that the records possess long-term retention value and would be better centralized at
the Council office.
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