AGENDA
Workforce Development Board (WDB) Executive Committee Meeting
Virtual via Zoom
April 15, 2021, 1:30 – 3:30 p.m.
In accordance with Executive Order N-29-20 the Workforce Development Board Executive Committee
meetings will be held virtually until further notice.
Email Public Comment: To submit public comment to the Workforce Development Board Executive
Committee please email gohumco@co.humboldt.ca.us provide your name and the agenda item on which
you wish to comment. All public comment submitted after the agenda has been published will be
included with the administrative record after the fact.
Zoom Public Comment: When it is time for public comment on the item you wish to speak on, the
Workforce Development Board Executive Committee Chair will ask for public comment. You may virtually
raise your hand using the raise hand function on Zoom and staff will unmute your phone. Staff will then
ask you to state your name and begin your comment. You will have 3 minutes to comment.
Phone Public Comment: You may call into the meeting by dialing +1 669 900 9128 and entering using
meeting ID. When it is time for public comment on the item you wish to speak on, the Workforce
Development Board Executive Committee Chair will ask for public comment. Staff will unmute phone
lines and you may introduce yourself and express your desire to speak. Staff will then ask you to state
your name and begin your comment. You will have 3 minutes to comment.
You may access the live stream of the meeting by using the following link:
https://us02web.zoom.us/j/89356548472?pwd=cG1vTCtJamkzdElhL2Q5eXpPY1JrZz09
Meeting ID: 893 5654 8472
Passcode: 508014
One tap mobile
+16699009128,,89356548472# US (San Jose)
+12532158782,,89356548472# US (Tacoma)
Dial by your location
+1 669 900 9128 US (San Jose)
+1 253 215 8782 US (Tacoma)
+1 346 248 7799 US (Houston)

WIOA is an Equal Opportunity Program/Employer. Auxiliary aids and services are available upon
request to individuals with disabilities. Please call 445-7745 at least 72 hours in advance.

+1 646 558 8656 US (New York)
+1 301 715 8592 US (Washington DC)
+1 312 626 6799 US (Chicago)
Meeting ID: 893 5654 8472
The County of Humboldt is committed to providing equal access to all county programs, services and
activities through the provision of accommodations for individuals with disabilities as required under the
Americans with Disabilities Act (ADA). With 72 hours prior notice, a request for reasonable
accommodation or modification can be made. Please contact the CAO’s Office of Economic Development
at 707-445-7745 or by email gohumco@co.humboldt.ca.us or the ADA Coordinator at 844-365-0352 or
by email at ada@co.humboldt.ca.us

WIOA is an Equal Opportunity Program/Employer. Auxiliary aids and services are available upon
request to individuals with disabilities. Please call 445-7745 at least 72 hours in advance.

Time

Agenda Item

Who

Recommended Action

1:30 p.m.

Open Session
1. Meeting Called to Order
2. Introductions
3. Adjustments to the Agenda
4. Board or Staff Announcements
5. Public Comment

Chair

Discussion

1:40 p.m.

Consent Agenda
1. Approval of Minutes from March 19, 2021
Attachment A
2. Approval of Minutes from March 26, 2021
Attachment B
3. Approval of Staff Report
Attachment C

Chair

Action: Recommend
Approval
Action: Recommend
Approval
Action: Recommend
Approval

1:55 p.m.

Workforce Development Board Schedule for
Program Year 2021-22
Attachment D

Chair

Action: Recommend
Approval

2:00 p.m.

Mandated Use of CalJOBS Data Entry Policy
Attachment E

Chair

Action: Recommend
Approval

2:10 p.m.

Bylaw Modification
Add Labor Seat, Additional Changes
Attachment F

Adhoc By Law
Committee

Action: Recommend
Approval

2:20 p.m.

Rapid Response and Layoff Aversion

SMART

Presentation

2:50p.m.

Board of Supervisors April 6 Meeting Staff
Report and Recommendations
Attachment G

Chair
Staff

Discussion

3:30 p.m.

Meeting Adjournment

Chair

WIOA is an Equal Opportunity Program/Employer. Auxiliary aids and services are available upon
request to individuals with disabilities. Please call 445-7745 at least 72 hours in advance.

Next Meetings
May 14, 2021 – Full Board
June 17, 2021– Executive Committee

WIOA is an Equal Opportunity Program/Employer. Auxiliary aids and services are available upon
request to individuals with disabilities. Please call 445-7745 at least 72 hours in advance.

Staff Report provided by Allison Tans
Here is a great video about Workforce Boards that was produced by the National
Association of Workforce Development Boards:
https://www.youtube.com/watch?v=juAXERBRolM
Training Report:
•

Karen Taylor with the Department of Rehabilitation: Self Disclosure on April 20
from 8:30 a.m. to 12:30 p.m. Here is the Zoom link:
https://dor-cagov.zoom.us/j/9165018740?pwd=YVZTWnVNaCtVSHYwYXY1V2I3RHpM
Zz09
Meeting ID: 916 501 8740
Passcode: pH+Bxq2F
One tap mobile
+14086380968,,9165018740#,,,,*47633451# US (San Jose)
+16699006833,,9165018740#,,,,*47633451# US (San Jose)
Dial by your location
+1 408 638 0968 US (San Jose)
+1 669 900 6833 US (San Jose)
Meeting ID: 916 501 8740
Passcode: 47633451
Find your local number: https://dor-ca-gov.zoom.us/u/keO38vYX9

•
•

Department of Rehabilitation: Hidden Disabilities on May 19 from 8:30 a.m. to
3:30 p.m. Zoom link will follow.
Department of Rehabilitation: Reasonable Accommodations on June 23 from
8:30 a.m. to 3:30 p.m. Zoom link will follow.

•

I am in the process of obtaining quotes from three providers (Booth Central,
Career Edge and Premier Virtual) that offer virtual job fair platforms. This
platform will also benefit the County of Humboldt’s Library Workforce Partnership
Initiative.

•

Please see below for a California Workforce Development Board event:

The California Workforce Development Board
invites you to join us for the
2021 High Road Summit
Taking the High Road to Equity and Economic Recovery: Investing in California's
Workforce
Friday, April 30th
9:00 a.m. – 12:30 p.m.

Register Now

View Event Registration Instructions
View the Summit Agenda

We are excited to bring together a diverse group of leaders from California state
agencies, the environmental justice community, higher education, industry, organized
labor, philanthropy, state and local elected officials and more! You will hear from
leading experts and worker representatives on the ground-breaking impact that High
Road workforce development is having in every region of California.

Event Highlights Include

•

Dynamic break-out sessions with industry leaders, worker
representatives, institutions of higher education, and many more.
• Inspiring worker roundtable facilitated by California Labor Secretary
Julie Su.

•

Engaging plenary showcasing the collective action that makes High Road
Training Partnerships a successful model of equitable workforce
development.

Investing in workers and a skills infrastructure is central to building back better and
creating an equitable economic recovery. Through industry based, worker-focused
training, CWDB’s High Road Training Partnerships and High Road Constructions Careers
Projects are paving the way for a California For All.
We hope you can join us for this important discussion!
For more information contact: Highroadfield@cwdb.ca.gov

Response to Lost Coast Outpost Story on April 8, 2021
There were some discrepancies in the story. There are four stand-alone regions for
workforce, which means one Workforce Development Board and one Region. They are Ventura
County, North State (NoRTEC), Middle Sierra (MotherLode) and North Coast (Humboldt).
Those of us who are single regions are often envied by the other areas. There used to be 14
regions and recently there became 15 because four counties within a region decided to split in
half.
I process invoices from vendors the day they are received. I do this for SMART and all of our
subrecipients. I think the Auditor Controller is used to the subrecipients providing backup
documentation, such as timecards, receipts, etc. SMART provides less backup, and this is
something that we had agreed upon when their contracts were finalized. We agreed that
quarterly backup is sufficient, and I believe that is why the Auditor Controller expressed
concern. Stephanie and Cris have reported to me that they have been very well-trained by the
County Auditor’s Office, and they also process enter payments into Finance Enterprise as soon
as they are received. Kenny Spain and/or Scott Adair process them at the next level before they
move forward to Purchasing. Kenny has processed payments, even on days that he is not
working, so that this flow can be uninterrupted.

Performance Reports
Here are the Performance Reports for the Adult, Dislocated Workers and Youth. They
are known as the 9173s and they are what the California Employment Development
Department provides to the Department of Labor every 90 days. The timeline of these is
January 1, 2020 through December 31, 2020.

WIOA ETA 9173 Quarterly Report
- PIRL File Type: PIRL by Program
- Program: Adult
- LWIA: Humboldt County Community Development Services
- Report Period: 2nd Quarter 2020
- Quarter Type: Rolling 4 Quarters

Performance Items

Basic Career
Services
(other than
self service)

Individualized
Career
Services

0

8

25

33

37

0

19

50

69

65

0

0

Total
Current
Period

Training
Services

Total
Previous
Period

A. SUMMARY INFORMATION
1. Total Exiters (Cohort Period: 10/1/2019 9/30/2020)
2. Total Participants Served (Cohort Period:
1/1/2020 - 12/31/2020)
3. Total Reportable Individuals (Cohort Period:
1/1/2020 - 12/31/2020)

B. PARTICIPANT SUMMARY AND SERVICE INFORMATION (Cohort Period: 1/1/2020 - 12/31/2020)
Sex
1a. Male

0

6

18

24

22

1b. Female

0

13

31

44

42

2a. Hispanic/Latino

0

5

7

12

10

2b. American Indian or Alaskan Native

0

3

1

4

3

2c. Asian

0

0

1

1

1

2d. Black or African American

0

1

2

3

2

2e. Native Hawaiian or Other Pacific Islander

0

1

2

3

3

2f. White

0

10

34

44

43

2g. More Than One Race

0

1

2

3

3

Ethnicity/Race

Other Demographics
3a. Eligible Veterans

0

0

1

1

1

3b. Individuals with a Disability

0

2

4

6

4

3c. Incumbent Workers

0

0

0

0

0

3d. Unemployed Individuals

0

12

32

44

41

0

5

28

33

32

0

6

7

13

10

0

4

3

7

7

0

1

4

5

4

0

2

8

10

11

0

0

0

0

0

1. Displaced homemakers

0

0

0

0

0

2. Low-income individuals

0

13

36

49

48

3. Older individuals

0

2

5

7

5

4. Ex-offenders

0

4

3

7

7

5. Homeless individuals or runaway youth

0

2

2

4

5

6. Current or former foster care youth
7. English language learners, individuals with low
levels of literacy or facing substantial cultural barriers
8. Eligible migrant and seasonal farmworkers
9. Exhausting TANF within 2 years (Part A Title IV of
the Social Security Act)
10. Single parents (Including single pregnant
women)
11. Long-term unemployed (27 or more consecutive
weeks)

0

0

0

0

0

0

0

2

2

2

0

0

0

0

0

0

0

0

0

0

0

2

7

9

5

0

4

18

22

18

Education Level
4a. Secondary School Graduate or Equivalent
4b. Completed 1 or more years of Postsecondary
Education
4c. Postsecondary Certification, License, or
Educational Certificate (non-degree)
4d. Associate's Degree
4e. Bachelor's Degree or Equivalent
4f. Advanced Degree Beyond Bachelor's Degree
C. EMPLOYMENT BARRIER

D. CORE INDICATORS OF PERFORMANCE

1. Employment Rate (Q2) (Cohort Period: 1/1/2019 12/31/2019)
2. Employment Rate (Q4) (Cohort Period: 7/1/2018 6/30/2019)
3. Median Earnings (Cohort Period: 1/1/2019 12/31/2019)
4. Credential Rate (Cohort Period: 7/1/2018 6/30/2019)
5. Measurable Skill Gains (Cohort Period: 1/1/2020 12/31/2020)
Performance Items

0.0 %

81.3 %

83.3 %

82.5 %

88.6 %

0.0 %

66.7 %

79.3 %

75.0 %

74.2 %

$0.00

$7,584.52

$8,629.13

$7,799.63

$7,799.63

0

0

84.6 %

84.6 %

86.7 %

0

0

35.7 %

35.7 %

50.0 %

Percent Served
Current
Period

Total Covered
Entrants

Percent Served
Previous Period

E. VETERANS’ PRIORITY OF SERVICE (Cohort Period: 1/1/2020 - 12/31/2020))
1. Covered Entrants Who Reached the End of the
Entry Period
2. Covered Entrants Who Received a Service During
the Entry Period
3. Covered Entrants Who Received a Staff-Assisted
Service During the Entry Period

2
2

100.0 %

100.0 %

2

100.0 %

100.0 %

WIOA ETA 9173 Quarterly Report
- PIRL File Type: PIRL by Program
- Program: Dislocated Worker
- LWIA: Humboldt County Community Development Services
- Report Period: 2nd Quarter 2020
- Quarter Type: Rolling 4 Quarters

Performance Items

Basic Career
Services
(other than
self service)

Individualized
Career
Services

0

16

9

25

28

0

18

19

37

38

0

0

Total
Current
Period

Training
Services

Total
Previous
Period

A. SUMMARY INFORMATION
1. Total Exiters (Cohort Period: 10/1/2019 9/30/2020)
2. Total Participants Served (Cohort Period:
1/1/2020 - 12/31/2020)
3. Total Reportable Individuals (Cohort Period:
1/1/2020 - 12/31/2020)

B. PARTICIPANT SUMMARY AND SERVICE INFORMATION (Cohort Period: 1/1/2020 - 12/31/2020)
Sex
1a. Male

0

5

5

10

14

1b. Female

0

13

14

27

24

2a. Hispanic/Latino

0

1

3

4

3

2b. American Indian or Alaskan Native

0

1

3

4

4

2c. Asian

0

0

0

0

1

2d. Black or African American

0

1

1

2

1

2e. Native Hawaiian or Other Pacific Islander

0

0

0

0

0

2f. White

0

15

11

26

27

2g. More Than One Race

0

0

1

1

1

0

0

0

0

1

Ethnicity/Race

Other Demographics
3a. Eligible Veterans

3b. Individuals with a Disability

0

2

0

2

1

3c. Incumbent Workers

0

0

0

0

0

3d. Unemployed Individuals

0

17

19

36

37

0

6

8

14

15

0

6

4

10

11

0

2

1

3

2

0

0

1

1

1

0

2

2

4

4

0

2

3

5

5

Education Level
4a. Secondary School Graduate or Equivalent
4b. Completed 1 or more years of Postsecondary
Education
4c. Postsecondary Certification, License, or
Educational Certificate (non-degree)
4d. Associate's Degree
4e. Bachelor's Degree or Equivalent
4f. Advanced Degree Beyond Bachelor's Degree
C. EMPLOYMENT BARRIER
1. Displaced homemakers

0

0

0

0

0

2. Low-income individuals

0

15

11

26

20

3. Older individuals

0

4

2

6

7

4. Ex-offenders

0

1

1

2

1

5. Homeless individuals or runaway youth

0

0

0

0

0

6. Current or former foster care youth
7. English language learners, individuals with low
levels of literacy or facing substantial cultural barriers
8. Eligible migrant and seasonal farmworkers
9. Exhausting TANF within 2 years (Part A Title IV of
the Social Security Act)
10. Single parents (Including single pregnant
women)
11. Long-term unemployed (27 or more consecutive
weeks)

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

1

0

1

0

0

4

3

7

4

0

6

5

11

6

0.0 %

91.3 %

87.5 %

90.3 %

95.8 %

0.0 %

100.0 %

71.4 %

88.2 %

82.4 %

D. CORE INDICATORS OF PERFORMANCE
1. Employment Rate (Q2) (Cohort Period: 1/1/2019 12/31/2019)
2. Employment Rate (Q4) (Cohort Period: 7/1/2018 6/30/2019)

3. Median Earnings (Cohort Period: 1/1/2019 12/31/2019)
4. Credential Rate (Cohort Period: 7/1/2018 6/30/2019)
5. Measurable Skill Gains (Cohort Period: 1/1/2020 12/31/2020)
Performance Items

$0.00

$8,695.34

$13,566.26

$9,025.83

$8,682.69

0

0

85.7 %

85.7 %

70.0 %

0

0

66.7 %

66.7 %

69.2 %

Percent Served
Current
Period

Total Covered
Entrants

Percent Served
Previous Period

E. VETERANS’ PRIORITY OF SERVICE (Cohort Period: 1/1/2020 - 12/31/2020))
1. Covered Entrants Who Reached the End of the
Entry Period
2. Covered Entrants Who Received a Service During
the Entry Period
3. Covered Entrants Who Received a Staff-Assisted
Service During the Entry Period

0
0

0.0 %

0.0 %

0

0.0 %

0.0 %

WIOA ETA 9173 Quarterly Report
- PIRL File Type: PIRL by Program
- Program: Youth
- LWIA: Humboldt County Community Development Services
- Report Period: 2nd Quarter 2020
- Quarter Type: Rolling 4 Quarters

Performance Items

Received
services
other than
occupational
skills training

Youth
participants
who have
received
occupational
skills
training

37

12

49

67

27

20

47

61

0

0

0

0

Total
Current
Period

Total
Previous
Period

A. SUMMARY INFORMATION
1. Total Exiters (Cohort Period: 10/1/2019 9/30/2020)
2. Total Participants Served (Cohort Period:
1/1/2020 - 12/31/2020)
3. Total Reportable Individuals (Cohort Period:
1/1/2020 - 12/31/2020)

B. PARTICIPANT SUMMARY AND SERVICE INFORMATION (Cohort Period: 1/1/2020 - 12/31/2020)
Sex
1a. Male

9

10

19

29

17

10

27

31

2a. Hispanic/Latino

3

3

6

7

2b. American Indian or Alaskan Native

3

5

8

10

2c. Asian

1

1

2

2

2d. Black or African American

1

1

2

3

2e. Native Hawaiian or Other Pacific Islander

0

0

0

0

1b. Female
Ethnicity/Race

2f. White

19

15

34

46

4

3

7

9

3a. Eligible Veterans

0

0

0

0

3b. Individuals with a Disability

8

4

12

18

21

12

33

46

6

8

14

15

24

15

39

51

16

11

27

36

0

0

0

1

0

0

0

0

0

0

0

0

0

0

0

0

11

9

20

24

1. Displaced homemakers

0

0

0

0

2. Low-income individuals

27

20

47

61

3. Older individuals

0

0

0

0

4. Ex-offenders

2

2

4

2

5. Homeless individuals or runaway youth

4

6

10

16

6. Current or former foster care youth
7. English language learners, individuals with low
levels of literacy or facing substantial cultural barriers
8. Eligible migrant and seasonal farmworkers
9. Exhausting TANF within 2 years (Part A Title IV of
the Social Security Act)
10. Single parents (Including single pregnant
women)
11. Long-term unemployed (27 or more consecutive
weeks)

3

1

4

8

6

3

9

16

0

0

0

0

0

0

0

0

0

1

1

1

7

5

12

20

2g. More Than One Race
Other Demographics

3c. Out of School Youth
3d. In-School Youth
3e. Unemployed Individuals
Education Level
4a. Secondary School Graduate or Equivalent
4b. Completed 1 or more years of Postsecondary
Education
4c. Postsecondary Certification, License, or
Educational Certificate (non-degree)
4d. Associate's Degree
4e. Bachelor's Degree or Equivalent
4f. Not a Secondary School Graduate or Equivalent
C. EMPLOYMENT BARRIER

D. CORE INDICATORS OF PERFORMANCE
1.Employment, Education or Training Placement
Rate (Q2) (Cohort Period: 1/1/2019 - 12/31/2019)
2.Employment, Education or Training Placement
Rate (Q4) (Cohort Period: 7/1/2018 - 6/30/2019)
3. Median Earnings (Cohort Period: 1/1/2019 - 12/31/2019)
4. Credential Rate (Cohort Period: 7/1/2018 - 6/30/2019)
5. Measurable Skill Gains (Cohort Period: 1/1/2020 - 12/31/2020)

Performance Items

46.6 %

57.1 %

47.7 %

49.2 %

50.0 %

35.7 %

46.7 %

58.9 %

$2,474.21

$2,267.36

$2,474.21

$2,659.75

0.0 %

35.7 %

29.4 %

39.3 %

10.0 %

25.0 %

20.0 %

22.6 %

Percent Served
Current
Period

Total Covered
Entrants

Percent Served
Previous Period

E. VETERANS’ PRIORITY OF SERVICE (Cohort Period: 1/1/2020 - 12/31/2020))
1. Covered Entrants Who Reached the End of the Entry Period
2. Covered Entrants Who Received a Service During the Entry
Period
3. Covered Entrants Who Received a Staff-Assisted Service
During the Entry Period

0
0

0.0 %

0.0 %

0

0.0 %

0.0 %

Attachment D

WDB Meeting Schedule for 2021-2022

July
2021
August
2021
September
2021
October
2021
November
2021
December
2021
January
2022
February
2022
March
2022
April
2022
May
2022
June
2022

WDB Meetings

WDB Executive Committee

Quarterly
Humboldt County Office of Education
901 Myrtle Ave., Eureka

2x each Quarter
Prosperity Center
520 E Street, Eureka

Thursday
7/15/21
1:30 to 3:30 p.m.
8/20/21

Friday
8:30 to 10:30 a.m.
Thursday
9/16/21
1:30 to 3:30 p.m.
Thursday
10/21/21 1:30 to 3:30 p.m.

11/19/21

Friday
8:30 to 10:30 a.m.
12/17/21
1/20/22

2/18/22

Friday
8:30 to 10:30 a.m.

4/21/22

Thursday
1:30 to 3:30 p.m.
Thursday
1:30 to 3:30 p.m.

6/16/22

Thursday
1:30 to 3:30 p.m.

3/17/22

5/20/22

Thursday
1:30 to 3:30 p.m.
Thursday
1:30 to 3:30 p.m.

Friday
8:30 to 10:30 a.m.

Attachment E

TO:

All Humboldt County Workforce Innovation and Opportunity Act
(WIOA) Staff, Subrecipients and Service Providers

FROM:

Humboldt County Workforce Development Board (HCWDB)

EFFECTIVE:

TBD

SUBJECT:

Mandated Use of CalJOBS Data Entry Policy

REFERENCES:

•
•
•

Workforce Services Directive (WSD) 18-02 (Data Change
Request Form Procedure)
Workforce Services Directive (WSD) 17-09 (Mandated
Use of VOS Greeter Module in CalJOBS)
Workforce Services Directive (WSD) 16-23 (Mandated
Use of One Integrated Data System – Direct Data Key
Entry into CalJOBS)

PURPOSE:
The purpose of this policy is to provide guidance on data entry specifically for the
California Job Openings Browse System (CalJOBS). CalJOBS is used by the State of
California Employment Development Department (EDD) to submit required reports to
the Department of Labor (DOL) for the Workforce Innovation and Opportunity Act
(WIOA), the Wagner-Peyser Act (WPA) and the Trade Adjustment Act (TAA)
participant reporting requirements. The HCWDB may implement additional
requirements to better inform the community, leadership, and partners around data
analysis and performance reporting. This policy will be reviewed and updated based on
any additional federal or state guidance.
BACKGROUND:
On behalf of the Governor, the California Labor and Workforce Development Agency
(LWDA) and the California Workforce Development Board (CWDB), the Employment
Development Department (EDD) is required to submit accurate WIOA participant
reports and validated individual participant data to the Department of Labor (DOL) on a
quarterly and annual basis. As part of this requirement, DOL requires coordination and
co-enrollment between, the WIOA Title I Adult, Dislocated Worker and Youth
programs, the WIOA Title III Wagner-Peyser and TAA program to ensure that a
common record is maintained for each participant served by these funding streams. On
Humboldt County Workforce Development Board
520 E Street | Eureka, CA 95501 | (P) 707-445-7745 | (F) 707-445-7219
| https://humboldtgov.org/1709/Workforce-Development-Board
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May 5, 2014, the final phase of CalJOBS was implemented, which created the State of
California’s WIOA Titles I and III federally recognized “system of record” for the
participant tracking and reporting of TAA, the Workforce Investment Act (now WIOA),
and the Wagner-Peyser Act. As the system of record, CalJOBS provides a unified and
streamlined intake and case management system that enables co-enrollment across
programs, while reducing the duplication of services provided to America’s Job Center
of California (AJCC) clients. The system is currently being used by all Wagner-Peyser,
TAA, and Jobs for Veterans State Grant program funded staff. Additionally, 37 of
California’s 46 Local Areas are either current direct entry CalJOBS users or are in the
process of transitioning to using the system in this fashion. On December 19, 2014,
DOL adopted final regulations for the Uniform Guidance issued by the federal Office of
Management and Budget (OMB), which provides fiscal and administrative guidance for
the administration of the WIOA program. These regulations include specific
requirements for purchasing property. As discussed in WSD16-10, the intent of
Uniform Guidance is to ensure that purchases of property are approved, performed
through fair and open competition, and managed according to proper inventory,
maintenance, and disposition procedures. One of the questions subrecipients must
consider prior to requesting approval to direct charge WIOA funds for the purchase of
property to ensure funds are being spent in a fiscally prudent and efficient manner is
“Does the state already provide the item, service, or software being considered for
rent, purchase or subscription?” On Thursday, June 16, 2016, a CWDB sponsored
meeting was held that included executives from the CWDB, the EDD, and Local Area
partners regarding the topic of allowing third-party management information systems to
co-exist with direct entry CalJOBS users. At this meeting, the State Board Executive
Director informed all attendees that it was the intent of the State Board to have all
Local Areas using the CalJOBS system. EDD executives reaffirmed EDD’s
commitment to providing a system that will meet or exceed California and Local Area
needs, which has been demonstrated by the recent addition of the CalJOBS Mobile
Application, VOScan Module, Generic Module, and the Document Management
Module. Additionally, the State-level partners agreed to create a CalJOBS Governance
Council, which would provide guidance in the ongoing development and enhancement
of the system and include Local Area representation, including the HCWDB. With the
implementation of WIOA and the mandates of both DOL and the OMB Uniform
Guidance, the LWDA and the CWDB have determined that use of a single, integrated
data system will best serve the needs of California. This will ensure consistently
defined and applied data elements and facilitate compliance with performance
reporting and evaluation requirements. In addition, it reduces AJCC operational costs
by alleviating the need for third party systems, which are paid for at the expense of
services provided to the job seekers and employers of California.
POLICY:
Service providers (which includes sub-recipients and contractors) are required to report
individual participant and business data via the CalJOBS system, the State of California’s
integrated system of record.
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PROCEDURE:
CalJOBS Staff Accounts: To gain access to CalJOBS, every user must have their own
staff account created by the HCWDB WIOA Management Information Systems (MIS) staff
person. To request a new account for a staff member, the supervisor must submit a
completed CalJOBS User Account Request (Attachment 1) and Personally Identifiable
Information Acknowledgement Form (if this has not already been provided) to the
appropriate County of Humboldt MIS Administrative staff listed on the form. Supervisors
are required to notify the MIS Administrator staff person immediately upon any change in
the employment status of a staff member (resignation, termination, suspension, extended
leave, etc.). All CalJOBS accounts are subject to final approval by the County of Humboldt
MIS Administrative staff and access to CalJOBS may be denied or revoked at the
discretion of the MIS Administrator.
CalJOBS Handbook: The CalJOBS User Guide for Staff is an instruction and guidance
manual on how and where to enter required participant data in CalJOBS. The handbook
is in the Staff Resources section of the CalJOBS website. The handbook is used to clarify
the procedures for recording services provided to individuals and provides line item
definitions for completing forms in CalJOBS. Many of the procedures covered in the
handbook are basic daily functions and are provided for new staff development, however,
the handbook can also serve as a reference manual for experienced staff. Additionally,
there is a Quick Reference Guide available for staff located in the Staff Resources section
of the CalJOBS website.
Social Security Number: A Social Security number (SSN) is used for data validation
purposes only.
Data Entry: Service provider staff shall enter all data that is applicable to the participant’s
participation in the program(s), regardless if the information is required (noted by a red
asterisk “*”) in CalJOBS. Timely data entry is required, entry of applications, objective
assessments, literacy/numeracy assessments, ISS/IEP, activities, case notes,
measurable skills gains, closure forms, and follow-up forms must be entered within five
(5) business days of the date the activity/service was provided. CalJOBS allows for data
to be backdated up to 30-days by the service provider. Data may be backdated between
31 and 90 days, pending approval from the MIS Administrator and the WDB Director or
their designee and the Employment Development Department (EDD). Backdating
requests must be submitted by email to the MIS Administrator and include the Applicant
Name, WIOA Application Number, the Activity, and the Actual Begin Date and the Actual
End Date with an explanation and reasoning for the backdating. This must also include
the incorrect Actual Begin Date and Actual End Date that require correction. Data cannot
be backdated greater than 90 days of the current date, with the rare exception that
approval from the MIS Administrator and EDD has been obtained. Once a case has
exited, only follow-up activity codes can be entered.
Help Requests: Service provider staff must complete a Help Request Form (Attachment
3) to modify data already entered in CalJOBS. This request is to be emailed to the MIS
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Administrator staff and the Executive Director or their designee listed on the form. These
requests must be approved by the MIS Administrator. Some requests may also require
approval by EDD. Additionally, service provider staff shall notify the MIS Administrator,
via email, of any issues encountered while navigating the CalJOBS (system errors, staff
access issues, password resets, connectivity issues, latency, etc.). The Help Request
Form is not required for these notifications, however, in most instances, it is helpful to
provide the MIS Administrator with the file path and screen shots of the problem.
Activity Codes: An activity code (also known as activity enrollment or service) is
documented progress or a reciprocated communication between a case manager and a
participant. Reciprocation can occur through different types of communication (i.e. faceto-face, over the phone, email, etc.) All activities MUST have a reciprocal response from
the individual. Leaving a message, mailing a letter, or emailing a customer is NOT an
activity unless the individual returns the call, or responds to the letter or email, or visits
the center and acknowledges the correspondence. Activity Codes must be used to
document participant activity in a program. For a complete list of Activity Codes, refer to
the CalJOBS Activity Codes Dictionary also provided as Attachment 4 of this policy.
Supervisors should direct any questions related to activity codes to the HCWDB MIS
Administrator.
Case Notes: Service provider staff are required to utilize the Case Notes functionality
within CalJOBS. A case note is a detailed description of a participant’s progress in their
program. Case notes should be concise, clear, spelled properly, and grammatically
correct. Only commonly used and accepted acronyms and abbreviations shall be used.
Case notes should be professional, detailed, and objective. Case notes are part of the
individual’s legal file and may be used to determine the legitimacy of grievances or
disputes. Case notes are required for every activity code entered. There are two types of
case notes required to be entered into CalJOBS: 1. Stand-Alone Case Note: A standalone case note is not attached to a specific activity and is used to document a
participant’s progress, unsuccessful attempts to reach an individual, or communication
when there is no reciprocation from the participant. 2. Activity Case Note: An activity case
note is attached to a specific activity when a service has been provided to an individual.
Activities shall always be supported by an activity case note that clearly and completely
describes the event/activity being documented so that it may be understood by anyone
reviewing the note. No personal opinions or comments of the case manager should be
included. The subject line of an activity case note should be formatted to include the
activity code number and title. The contact date for the activity case note should match
the start date of the associated activity. Case notes are required to be entered, at a
minimum, once every thirty (30) days for each participant. Additionally, case notes are
required to be entered within five (5) days of the contact date (or activity begin date for
activity case notes).
Soft Exit: A 90-day no service exit, or Soft Exit, occurs when intensive staff-assisted
services have not been entered for at least 90 days. This action can occur with or without
a Closure Form. This action cannot be reversed. Service providers are required to ensure
that cases nearing the 90-day no service exit are reviewed to ensure that all activities,

Mandated Use of CalJOBS Data Entry Policy

5

outcomes, and documentation are complete and that the case is indeed ready to exit. A
closure form must be completed for all cases nearing the 90-day no service exit.
Planned Break in Service: A “Planned Break in Service” is when a participant has a
planned gap in service of greater than 90 days due to a delay in training, a break in
education, or other situations where the participant intends to return to services. The gap
in service may last no more than 180 consecutive calendar days from the date of the most
recent service to allow time to address the barriers to continued participation. Planned
Breaks in Service must be approved by the staff member’s supervisor. When a participant
has a planned break in service, a future service will need to be added by entering an
activity with a Projected Begin and End Date. An application will stay open if a future
service activity is open. Future services should only be added if it is a planned service. A
case note must be created for this activity explaining the reason for the gap in service.
Closure and Follow-up: Closure and follow-up forms must be fully completed, regardless
if the information is required (noted by a red asterisk “*”) by CalJOBS. All data fields
should be filled in, including using “N/A” when the field is not applicable to the participant.
Service provider staff must make follow-up services available for at least 12 months for
all participants, regardless of intensity of services - unless the participant declines to
receive follow-up services. Follow-up case management and data entry in CalJOBS are
required quarterly. In the case the participant cannot be located or contacted, contact
attempts or requests to cease communication must be documented in CalJOBS. Followup services must include more than only a contact attempted or made for securing
documentation in order to report a performance outcome. These services may include,
but are not limited to: technical skills training, peer counseling, adult mentoring, crisis
intervention, life skills, emergency support, incentives, and supportive services. These
services will help participants ensure that they meet and maintain their career goals and
job retention. Documentation of any follow up activities must be recorded in CalJOBS
using the “F-Codes” found in the CalJOBS Activity Codes Dictionary.
VOS Greeter: VOS Greeter is a module within the CalJOBS system to assist American
Job Center of California (AJCC) staff to track visitor traffic electronically, instead of using
a paper sign-in sheet. It also allows offices to track the number of visitors to the centers
and the reason(s) for their visits. According to EDD directive WSD17-09, use of VOS
Greeter is a statewide requirement that applies to all AJCC locations. VOS Greeter must
be used daily to accurately record AJCC visitors and their visit reasons. If the safe public
usage of the VOS Greeter is not obtainable the service provider is required to document
all traffic (digital, audio or physical) in a proper and timely manner.
ACTION:
All WIOA staff and WIOA service providers shall comply with this policy. This policy will
remain in effect from the date of issue until such time that a revision is required.
ATTACHMENTS:
ATTACHMENT 1, CalJOBS User Account Request Form
ATTACHMENT 2, Personally Identifiable Information Acknowledgement Form
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ATTACHMENT 3, Data Change Request Form
ATTACHMENT 4, CalJOBS Activity Codes Dictionary

INQUIRIES:
Any questions regarding this policy may be directed to the Workforce Development
Board Director at 707-445-7745.
Humboldt County Workforce Development Board Approval Required? ☒ Yes ☐ No

Mandated Use of CalJOBS Data Entry Policy

Request for New CalJOBS User Staff Account

* Please note: This request must be accompanied by the User’s Personally Identifiable
Information Form.
☐
☐
☐
☐
☐
☐
☐

WIOA Title I Adult & DW
WIOA Title I – Youth Eastern Humboldt
WIOA Title I – Youth Eel River Valley
WIOA Title I – Youth Eureka
WIOA Title I – Youth Southern Humboldt
DHHS - ETD
Other ______________________________

Responsibilities:

☐
☐
☐
☐
☐
☐
☐

Front Desk / Resource Room
Individual Case Management (WIOA program)
Business Services (WIOA program)
Rapid Response / Layoff Aversion
Clerical / Fiscal
Business Services (Non-WIOA program)
Other ______________________________

Designated as a
Supervisor:
Email Address:

☐

Requesting Agency:

First Name:
Last Name:
Start Date:
Job Title:

WIOA Programs

Phone Number:
Primary Office Location:

Please complete and send this form and send to gohumco.co.humboldt.ca.us and
altans@co.humbodt.ca.us when requesting access to CalJOBS for a new staff member.

4/12/2021

Attachment E - Part 2

Personally Identifiable Information Acknowledgment
I have reviewed and acknowledge understanding of the Humboldt County - Workforce
Development Board (HC-WDB) “Securing Personally Identifiable Information” Policy and agree
that all necessary steps will be taken to ensure the privacy and confidential nature of all
personally identifiable information (PII) to protect the PII from unauthorized disclosure.
I further agree that all personally identifiable information will be stored in an area that is
physically safe from access by unauthorized persons, and will be managed with appropriate
information technology (IT) services at all times.
Service Provider further agrees to provide PII policy and procedures for its employees and other
personnel, before granting access to PII and require that its employees and other personnel
acknowledge their understanding of the confidential nature of the data and the safeguards with
which they must comply in their handling of such data as well as the fact that they may be liable
to civil and criminal sanctions for improper disclosure.
All collection and use of any information, systems or records that contain personally identifiable
information (PII) will be limited to purpose that support the programs and activities conducted
with Workforce Innovation and Opportunity Act (WIOA) funding through the One Stop system in
the Humboldt.
Access to software systems and files under my control containing PII will be limited to use in my
responsibilities as an authorized staff person within the system. This includes the safe-guarding
of computer passwords and access to any/all computer information systems. I will not share my
CalJOBS ID with, or allow anyone to use my CalJOBS access.
I agree to abide by regulations that govern the access, use and disposal of PII in accordance
with WIOA and the HC-WDB.

Printed Name

Agency Name

Signature

Date

Attachment E - Part 3

To:
Program Reporting and Analysis Unit
E-Mail: WSBManagePerformance@edd.ca.gov
DATA CHANGE REQUEST: WORKFORCE INNOVATION AND OPPORTUNITY ACT
I. Requestor Identifying Information Section
DATE OF REQUEST:
SUBRECIPIENT:
MIS ADMINISTRATOR:
REQUESTOR:
REQUESTOR’S EMAIL ADDRESS:
REQUESTOR’S PHONE NUMBER:

II. Detailed Reason for Requested Correction Section
Make the appropriate selection from the (CHOOSE AN ITEM) drop-down menu of what needs to be corrected.
Include the applicant’s name, program name, application number, and policy and procedure that staff will follow
to avoid similar errors from reoccurring. Provide additional documentation as an attachment if needed. If
submitting a DCR for more than three individuals or changes, additional participants or changes must be listed
separately on an Excel spreadsheet. Do not send complete Social Security numbers.
CHOOSE AN ITEM

CHOOSE AN ITEM

CHOOSE AN ITEM

III. Authorized Signature Section
AUTHORIZED SIGNATURE OF REQUESTOR

DATE:

AUTHORIZED SIGNATURE OF MIS ADMINISTRATOR

DATE:

AUTHORIZED SIGNATURE OF EXECUTIVE DIRECTOR

DATE:

(OR PROGRAM DESIGNEE)

Attachment E - Part 4

Attachment
Chapter 5: CalJOBS Data Entry Policies and Procedures

CalJOBSSM Activity Codes Dictionary
EDD WSD19-06 issued date: December 27, 2019

Contents
Participant Activity Codes ...................................................................................................................... 2
002 - 090 ............................................................................................................................................... 2
101 - 195 ............................................................................................................................................... 3
200 - 280 ............................................................................................................................................. 15
300 - 346 ............................................................................................................................................. 21
400 - 493 ............................................................................................................................................. 30
500 - 505 ............................................................................................................................................. 43
Follow-Up Activity Codes ..................................................................................................................... 44
Employer Activity Codes ...................................................................................................................... 48
MSG
Measurable
Skill Gains

Indicates which activity codes trigger Measurable Skill Gains in Performance.

CA
Credential
Attainment

Indicates which activity codes trigger Credential Attainment in Performance.

YPE
Youth Program
Element

Indicates which activity codes align with each of the 14 Youth Program Elements.
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Participant Activity Codes
Activity
Code

Activity Code Name and Definition

002

Self-Service AJCC Employment and Workforce Information Services
This activity is system generated when an individual accesses self-service
activities or workforce information available in CalJOBS. Workforce information
includes topics, such as: local performance, availability of supportive services,
filing claims for unemployment compensation, and performance and program cost
information of training providers.

004

Self-Service Information on Training Providers/Performance
Outcomes
This activity is system generated when an individual accesses information
regarding training providers and/or how the local area is performing on local
performance measures in CalJOBS.

005

Self-Service Labor Market Research
This activity is system generated when an individual accesses labor market
information in CalJOBS. Labor market information includes: information on state
and local labor market conditions; industries, occupations, and characteristics of
the workforce; employer wage and benefit trends; short and long-term industry
and occupational projections; worker supply and demand; area businesses'
identified skill needs; job vacancies' survey results; workforce availability; business
turnover rates; job creation; and job identification of high-growth and high-demand
industries.

006

Self-Service Job Search through CalJOBS
This activity is system generated when an individual conducts an online job search
using CalJOBS at an America’s Job Center of California (AJCC) resource room,
partnering agency, home, library, or other physical location.

06M

Self-Service Job Search through Mobile App
This activity is system generated when an individual conducts a job search
through the CalJOBS mobile application using a smartphone, tablet or other
electronic device at an AJCC resource room, partnering agency, home, library or
other physical location.
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007

Self-Service Initial Résumé
This activity is system generated when an individual prepares his/her CalJOBS
résumé at an AJCC resource room, partnering agency, home, library, or other
physical location.

Activity
Code

Activity Code Name and Definition

008

Self-Service Résumé: Update and Additions
This activity is system generated when an individual revises his/her résumé on
CalJOBS using an AJCC resource room, partnering agency, home, library, or
other physical location.

080

Complaint Process Information
A participant was informed of the grievance and complaint procedures established
by the Local Area or EDD staff, either through self-service or by a staff member.

089

Self-Service Informed of Veteran Priority of Service
This activity is system generated when a veteran self-identifies at the time of
registration in CalJOBS. A pop-up window informs the Veteran of the Priority of
Service policy.

090

Self-Service Skills Self-Assessment
This activity is system generated when an individual completes a CalJOBS selfassessment tool designed to inform and educate him/her about his/her
employment strengths and weaknesses.

101

Orientation
An individual attended an orientation informing him/her of the information and
services available through the AJCC delivery system. This includes, but is not
limited to Veteran Orientation, WIOA Orientation, and Local Office Orientation.

102

Initial Assessment
AJCC staff conducted an initial assessment of a participant's skill level, aptitude,
abilities, interests, and supportive service needs.
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103

Provision of Information on Training Providers/Performance
Outcomes
AJCC staff provided an individual with readily available information on training
providers that did not require staff's assessment of the individual's skills,
education, or career objectives.

Activity
Code

Activity Code Name and Definition

105

Job Finding Club
A participant attended an organized activity that provided instructions on résumé
writing, application preparation, interviewing skills, and/or job lead development,
and included a period of structured application where participants attempted to
secure employment.

106

In Program Follow-Up
This activity applies to a participant who is enrolled in a program but has not soft
exited.
This code includes, but is not limited to the following:
1. AJCC staff met with a participant for the provision of supportive services.
2. Contacting the participant on a regular or intermittent basis to discuss
progress in training or career services. AJCC Staff met with participant to
collect documentation related to MSGs and/or Credential attainment.
3. Peer support groups.
4. Contacting the participant and/or his/her employer on a regular or
intermittent basis to offer assistance with work-related issues following job
placement.
5. AJCC staff phone call or letter offering to visit employee and/or employer
following job placement.
6. Enrollment in training to secure a better-paying job; comprehensive
guidance, counseling, or referral, including for alcohol and drug abuse
following job placement.
For Youth participants, this also includes leadership development, and tracking
the Youth's employment progress post training.

Revised January 2020

Page 4 of 61

Attachment
Chapter 5: CalJOBS Data Entry Policies and Procedures

107

Provision of Labor Market Research
AJCC staff provided a participant with readily available information on labor
market information that did not require staff assessment of the participant's skills,
education, or career objectives. Examples include state and local labor market
conditions; industries, occupations and characteristics of the workforce; area
businesses’ identified skill needs; employer wage and benefit trends; short and
long-term industry and occupational projections; worker supply and demand; and
job vacancies survey results. This service may also include local employment
information, such as workforce availability; business turnover rates; job creation;
and job identification of high-growth and high-demand industries.

108

Referred to WIOA Services (not training)
A participant was referred to WIOA Title I Career Services.

Activity
Code

Activity Code Name and Definition

109

Referred to Community Resource
AJCC staff—via phone call, email, or other means of direct contact—initiated a
referral to a community resource on behalf of a participant.

110

Attended Rapid Response
A participant took part in Rapid Response activities subsequent to his/her program
participation.

112

Job Fair
AJCC staff provided a participant with information regarding an upcoming job fair
(e.g., physical address, date, and time) to assist the participant in locating
employment opportunities. This activity code can also be used if a participant
attended a job fair hosted or sponsored by the AJCC.

114

Job Referral: Federal Contractor Job Listing (FCJL)
A special disabled, campaign, or recently separated veteran was referred to a job
opening listed by an employer as a Federal Contractor.
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115

Résumé Preparation Assistance
An AJCC staff provided one-on-one instruction on résumé and cover letter formats
and assisted in the development of one or both.
*AJCC staff assisting a participant by inputting a participant's résumé into
CalJOBS does not constitute as Résumé Preparation Assistance.

117

UI General Information
An individual filed or re-opened an online Unemployment Insurance (UI) claim,
certified for benefits, or contacted the UI Branch using a smartphone, tablet, or
other electronic device at an AJCC, a partnering agency, or other physical
location. The individual required minimal or no AJCC staff assistance.

Activity
Code

Activity Code Name and Definition

118

UI Claims Assistance
A participant who requested, or a claimant that self-identified as having barriers,
such as limited English proficiency or disabilities, received meaningful assistance
in filing a UI claim from a knowledgeable AJCC staff trained in how to file a UI
claim; verify UI certification, benefits, and claim status; or make appointments. If
the assistance is provided remotely using technology, it must be technology that
enables trained staff to provide the assistance, e.g., live Web chat, video
conference applications, and other one-on-one means.
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119

Financial Aid Assistance
A participant received meaningful assistance from knowledgeable AJCC staff in
exploring and/or establishing eligibility for financial aid assistance for training and
education programs not covered under WIOA.

120

Use of AJCC Resource Room
An individual used the services and/or equipment in the AJCC resource room.
This definition also includes a staff member providing an individual with
information or instruction on how to access the resource room's tools and
equipment.

121

Job Referral: Job Outside CalJOBS (non-Federal)
AJCC staff referred a participant to a job opening that was neither listed in
CalJOBS, nor by a federal department or agency.

122

Job Referral: Federal
AJCC staff referred a participant to a job opening listed by a federal
department/agency, or other entity under the jurisdiction of the U.S. Office of
Personnel Management. This definition does not include referrals to a Federal
Contractor.

123

Job Development Contacts
AJCC staff assisted a participant by working with both the employer and
participant. Activities include but are not limited to: securing the participant a job
interview (either in-person, telephone, email, or U.S. Mail inquiry) for a job
opening not currently listed on file; or contacting a union or employer on behalf of
a particular participant. Referrals to governmental and/or local public agencies for
a currently advertised job listing (all sources) are not considered a valid Job
Development Contact. Job Development Contacts through U. S. Mail inquiries
must include a cover letter introducing the client(s) and explaining the enclosed
application(s)' purpose.
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Activity
Code

Activity Code Name and Definition

124

Received Bonding Assistance
AJCC staff designated to provide bonding services, verified participant and
employer bonding eligibility and completed the required steps to provide an at-risk,
or hard-to place participant with a fidelity bond. These steps include, but are not
limited to the following:
1. Confirming the participant's CalJOBS registration is complete
2. Verifying participant has a firm job offer and the legal right-to-work
3. Completing EDD's Fidelity Bonding Certification Request
4. Completing EDD's Fidelity Bonding Employer Confirmation Letter
5. Submitting bonding requests to the Workforce Services Division's Bonding
Coordinator

125

Job Search and Placement Assistance
AJCC staff provided a participant job search and placement assistance and, in
appropriate cases, career counseling, including the provision of information on indemand industry sectors and occupations, and nontraditional employment.

126

Tax Credit Eligibility Determination (includes WOTC)
AJCC staff determined if a participant qualified as a member of the Work
Opportunity Tax Credit (WOTC) target group and, if so, assisted the participant in
completing the applicable forms, including, but not limited to: IRS 8850 (Prescreening Notice and Certification Request), RTA 9061 (Individual Characteristics
Form), and ETA 9154 (Youth Self-Attestation Form).

130

Proficiency Testing
AJCC staff tested a participant's ability to read, write and speak in English, and to
compute and solve problems at the proficiency level necessary to function on the
job, within the participant's family, and in society.

131

Testing as Requested by Employer
AJCC staff conducted employer-required participant testing.
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Activity
Code

Activity Code Name and Definition

132

Résumé Writing Workshop
AJCC staff provided a résumé writing workshop to two or more participants in
need of résumé writing assistance and/or cover letter format, and assistance in
the development of one or both.
*This definition does not include Résumé Preparation Assistance (115).

133

Job Search Workshop
AJCC staff provided a job search workshop to two or more participants instructing
them on résumé writing, application preparation, interview skills, and job lead
development.
This definition does not include Job Finding Club (105), Résumé Preparation
Assistance (115), Résumé Writing Workshop (132), Workshop (134), or UImandated events (147, 149 or 194).

134

Workshop
AJCC staff provided two or more participants instruction relative to employment.
This definition does not include Job Finding Club (105), Résumé Preparation
Assistance (115), Résumé Writing Workshop (132), Job Search Workshop (133),
or UI-mandated events (147, 149 or 194).

140

Referred to Other Federal/State Assistance
A participant was referred to other Federal/State Assistance, which may include,
but is not limited to: Supplemental Nutrition Assistance Program (SNAP) benefits,
Temporary Assistance for Needy Families (TANF), health insurance assistance,
child support assistance, tax preparation support, and/or any other Federal or
State assistance programs.

147

Personalized Job Search Assistance Workshop (PJSA)
A UI claimant(s) attended a Personalized Job Search Assistance (PJSA) session.
PJSA activities include, but are not limited to, entering a résumé in CalJOBS,
inquiring about the claimant’s search for work, providing information on AJCC
services, assisting with job search via CalJOBS or other methods, providing
specific labor market information, and referring to other AJCC services as
appropriate.
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Activity
Code

Activity Code Name and Definition

159

Referred to NFJP: WIOA 167 Grantee
A participant was referred to a National Farmworker Jobs Program Grantees,
WIOA 167 to receive one or more of the services which is included, but not limited
to receive assistants in job training, job placement assistance, affordable housing
assistance, English Classes, energy services, criminal justice services, citizenship
and immigration aid, food, healthcare, childcare assistance, disability and
rehabilitation services.

160

Referred to JVSG Services: SBE
AJCC staff referred a participant to Jobs for Veterans’ State Grants (JVSG)
services due to identification that the participant has significant barriers to
employment.

161

Referred to JVSG Services: TSM
AJCC staff referred a participant to JVSG services due to identification that the
participant being identified as a Transitioning Service Member (TSM) is in need of
individualized career services.

162

Referred to JVSG Services: Medical or Caregiver
AJCC staff referred a participant JVSG services due to identification that the
participant is wounded, ill, or injured located in a military treatment facility. This
activity code can also be used for the caregiver of a veteran that is wounded, ill or
injured.

164

Referred to VA Services: 9/11 GI Bill
AJCC staff referred a participant to Veterans Affairs (VA) services for Post-9/11 GI
Bill benefits.

165

Referred to VA Services: Montgomery Bill
AJCC staff referred a participant to VA services for Montgomery GI Bill benefits.

166

Referred to VA Services: GI Bill and Montgomery Bill
AJCC staff referred a participant to VA services for both the Post-9/11 GI Bill, and
to the Montgomery GI Bill benefits.
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Activity
Code

Activity Code Name and Definition

167

Referred to VA Services: Other
AJCC staff referred a participant to VA services for services other than Post-9/11
GI Bill or Montgomery GI Bill benefits. Services may include referrals for PTSD,
TBI treatment, and substance abuse assistance.

179

Job Referral: Outside Web-Link
A participant obtained a job referral for employment through a CalJOBS’ autospidering link.

180

Supportive Service: Child/Dependent Care
A participant received assistance with childcare or dependent care that enabled
him/ her to participate in career services or training activities.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.

181

Supportive Service: Transportation Assistance
A participant received assistance with transportation that enabled him/her to
participate in career services or training activities.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.
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182

Supportive Service: Medical
A participant received assistance with medical services that enabled him/her to
participate in career services or training activities.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.

183

Supportive Service: Incentives/Bonuses
A participant received an incentive or bonus that enabled him/her to participate in
career services or training activities.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
This definition does not include Needs-Related Payments (326). Service must be
provided according to the approved Local Area policy for Incentives and Bonuses.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.

184

Supportive Service: Temporary Shelter
A participant received assistance with temporary shelter that enabled him/her to
participate in career services or training activities.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.
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185

Supportive Service: Other
A participant received assistance that was necessary to enable the individual to
participate in career services or training activities. This activity code should only
be used if no other Supportive Service codes apply.
This activity code requires staff to document the type of service provided in a case
note.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.

186

Supportive Service: Seminar/Workshop Allowance
A participant received an allowance to attend an employment-related seminar or
workshop.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.

187

Supportive Service: Job Search Allowance
A participant received an allowance to purchase items necessary for conducting a
successful job search.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.
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188

Supportive Service: Tools/Clothing
A participant received assistance with employment-related attire or tools for the
purpose of obtaining employment.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.

189

Supportive Service: Housing Assistance
AJCC staff provided and/or arranged for a participant to receive housing
assistance after being placed in unsubsidized employment, education, or training.
This service was provided to the participant to enable him/her to further progress
in his/her occupation or retain employment.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.

190

Supportive Service: Utilities
AJCC staff provided and/or arranged for a participant to receive assistance with
his/her utilities after being placed in unsubsidized employment, education, or
training. This service was provided to the participant to enable him/her to further
progress in his/her occupation or retain employment.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.
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191

Supportive Service: Educational Testing
A participant received financial assistance to take a high school equivalency test,
or an exam for an occupation certification or credential for the purpose of
obtaining employment.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.

192

Supportive Service: Post-Secondary Academic Materials
A participant received assistance with books, fees, school supplies, and other
necessary supplies for students enrolled in post-secondary education classes.
Supportive services may be made available to any adult or dislocated worker
participating in Title I career services (not including follow-up services) or training
activities.
*This service must be provided in conjunction with a career service or training
service. Service dates for the supportive service must be within the dates of the
career service or training activity.

194

Reemployment Services and Eligibility Assessment (RESEA)
A UI claimant attended a Reemployment Services and Eligibility Assessment
(RESEA) workshop, and received services which may include, but are not limited
to: UI eligibility assessment, orientation of AJCC services, provision of labor
market information, registration in CalJOBS, development of a reemployment
plan, and referral to other AJCC services.

195

RESEA Subsequent Service
AJCC staff provided an Unemployment Insurance claimant with a mandatory
Reemployment Services and Eligibility Assessment (RESEA) Subsequent
Service. The participant must have already completed the initial RESEA.
This activity code must be used in conjunction with an approved RESEA
subsequent service code, as listed in the most recent RESEA Internal
Administrative Notice (IAN).
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200

Individual Counseling
AJCC staff, in a one-on-one setting, provided a participant counseling and
vocational guidance to assist the participant in achieving employment goals, and
to make decisions regarding employment and/or training opportunities.

201

Group Counseling
AJCC staff, in a group setting, provided a participant counseling and vocational
guidance to assist the participant in achieving employment goals, and to make
decisions regarding employment and/or training opportunities.

202

Career Guidance/Planning
AJCC staff provided a participant information, materials, suggestions, and/or
advice to help a participant make occupational or career decisions.

203

Objective Assessment
AJCC staff conducted a comprehensive, specialized assessment of skill levels and
service needs of a participant. The assessment may include diagnostic testing or
other assessment tools, and in-depth interviewing and evaluation to identify
employment barriers and appropriate employment goals.

204

Interest and Aptitude Testing
AJCC staff tested a participant's aptitude to determine whether the participant has
the necessary skills and qualifications to achieve his/her employment goals, or
successfully participate in a selected program of training services.

205

Development of IEP/ISS/EDP
AJCC staff and a participant jointly developed an ongoing strategy to identify the
participant's employment goals, appropriate achievement objectives, and
appropriate combination of services for the participant to be able to achieve
his/her employment goals, including providing information on eligible providers of
training services and career pathways to attain career objectives.
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206

Referred to Registered Apprenticeship Program
AJCC staff referred a participant to an apprenticeship program approved and
recorded by the U.S. Department of Labor's Employment and Training
Administration, Bureau of Apprenticeship Training, or a California state-recognized
apprenticeship agency or council, such as the California Department of Industrial
Relations, Division of Apprenticeship Standards.

207

Referred to Job Corps
AJCC staff referred a participant to the WIOA Title IC Job Corps program.

208

Referred to Other Federal Training (non-WIOA Title IB)
Staff referred a participant to a training program supported by the federal
government, such as TAA, Adult Education or Vocational Rehabilitation.
This definition does not include referrals to Job Corps (207), or WIOA Title IB
funded training (211).

209

Referred to State and Local Training (non-WIOA)
Staff referred a participant to a training program funded with monies from state
and/or local agencies.
This definition does not include referrals to WIOA Title IB funded training (211).

210

Referred to Educational Services (non-Federal/State/Local)
AJCC staff referred a participant to a service provider funded with monies other
than federal, state or local agencies monies, to receive educational services
leading to the completion of the participant's educational goals. These services
include, but are not limited to, tutoring, study skills training, and instruction.

211

Referred to WIOA Title IB Training
AJCC staff referred a participant to a training program funded under WIOA Title
IB.
This definition does not include Referred to Registered Apprenticeship Program
(206).
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213

Mentorship
AJCC staff referred a participant to a mentoring program. The participant was
paired with a mentor experienced in one or more areas that would benefit the
participant. The mentor shared their knowledge, wisdom, and experience with the
participant, and facilitated learning through instructing, coaching, sharing
experiences, modeling and advising. The mentorship could include a contract for
learning and should last for a specified period of time.

214

Adult Literacy, Basic Skills or GED Preparation
AJCC staff referred a participant to a course of basic academic instruction and/or
basic education services below the post-secondary level to increase the
participant's ability to read, write and speak in English, and to perform
mathematics, or other necessary activities, to obtain a secondary school diploma
or its recognized equivalent; and, to transition to post-secondary education and
training.

215

Short-Term Prevocational Services
A participant is receiving short-term, prevocational services, including the
development of learning, communication, interviewing skills, punctuality, personal
maintenance skills, and professional conduct to prepare the participant for
unsubsidized employment or training.

216

Out-of-Area Job Search Assistance
AJCC staff assisted a participant with an out-of-area job search. The assistance
was deemed appropriate based upon the participant's assessment, and/or the
participant's individual employment plan.

217

Relocation Assistance
AJCC staff provided financial assistance to relocate in order to accept
employment, as provided by local policy.

218

Internship
AJCC staff referred a participant to an internship opportunity. The internship was
deemed appropriate based upon the participant's assessment, and/or the
participant's individual employment plan.
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219

Work Experience
A participant took part in a planned, structured learning experience that took place
in a private, for-profit, nonprofit, or public sector workplace for a limited time
period. Work experience may be paid or unpaid, as appropriate.
This activity does not include Internship (218), Pre-Apprenticeship Training (224),
or Transitional Job (320).

221

Financial Literacy Education
A participant received financial literacy services that support the ability to do one
or more of the following:
1. Create household budgets, initiate savings plans, and make informed
financial decisions about education, retirements, home ownership, wealth
building, or other savings goals.
2. Manage spending, credit, and debt, including credit card debt, effectively.
3. Increasing awareness of the availability and significance of credit reports
and credit scores in obtaining credit, including determining their accuracy
(and how to correct inaccuracies in the reports and scores), and their
effect on credit terms.
4. The ability to understand, evaluate, and compare financial products,
services, and opportunities.
5. Address the financial literacy needs of non-English speakers, including
providing the support through the development and distribution of
multilingual financial literacy and education materials.

222

English Language Learner (ELL)
A participant received English as a second language service or training. ELL
services are provided to a participant whose primary language is not English.
Services are designed to increase the English language proficiency of the
participant so they can attain training and/or employment success.

224

Pre-Apprenticeship Training
The participant enrolled in a Pre-Apprenticeship (PA) program that has a
documented partnership with at least one Registered Apprenticeship program.
The PA's training and curriculum must be based on industry standards, approved
by the documented Registered Apprenticeship partner(s), and prepare the
individual with the skills and competencies needed to enter one or more
Registered Apprenticeship program(s).
This activity code requires staff to provide justification in CalJOBS under case
notes.
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226

Reading and/or Math Testing
AJCC staff tested a participant's reading and math skill levels and competencies.

227

Disaster Relief Employment/Temporary Job (NDWG only)
Staff enrolled an eligible participant in disaster relief employment. The temporary
job will provide immediate employment and wages. Clean-up and repair work will
be performed on public and/or private non-profit lands.
*This service is only available to eligible National Dislocated Worker Grant
participants.

230

Case Management (TAA)
EDD staff provided services by (a) preparing and coordinating a comprehensive
employment plan, such as service strategy to ensure a participant's access to
necessary Trade Assistance Act (TAA) activities and supportive services, using
computer-based technologies whenever feasible; and (b) providing job and career
planning during program participation and after job placement.
*This activity code is only available to the TAA program.

231

Waiver: Recall
The TAA requires participants to be enrolled in or have completed an approved
training course in order to receive Trade Readjustment Assistance (TRA)
allowances (i.e., additional UI benefits under TAA). This requirement may be
waived if the participant has been notified that he/she will be recalled by the
employer from which the separation occurred.
*This activity is only available to the TAA program.

232

Waiver: Marketable Skills
The TAA requires participants to be enrolled in or have completed an approved
training course in order to receive TRA allowances (i.e., additional UI benefits
under TAA). This requirement may be waived if the participant has marketable
skills for suitable employment, and there is a reasonable expectation of
employment of equivalent wages in the foreseeable future.
*This activity code is only available to the TAA program.
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233

Waiver: Retirement
The TAA requires a participant to be enrolled in or have completed an approved
training course in order to receive TRA allowances (i.e., additional UI benefits
under TAA). This requirement may be waived if a participant has met all
requirements for entitlement to either (a) old-age insurance benefits under Title II
of the Social Security Act within two years; (b) was certified prior to January 1,
2011; and (c) does not want to be re-trained.
*This activity code is only available to the TAA program.

234

Waiver: Poor Health
The TAA requires participants to be enrolled in or have completed an approved
training course in order to receive TRA allowances (i.e., additional UI benefits
under TAA). This requirement may be waived if the participant is unable to
participate in training due the participant's health.
*This activity code is only available to the TAA program.

235

Waiver: Delay for Training
The TAA requires participants to be enrolled in or have completed an approved
training course in order to receive TRA allowances (i.e., additional UI benefits
under TAA). This requirement may be waived if the first available enrollment date
for approved training is within 60 days after the date of the waiver's determination,
or, if later, there are extenuating circumstances for the delay in enrollment.
*This activity code is only available to the TAA program.

236

Waiver: Training Not Available
The TAA requires participants to be enrolled in, or have completed an approved
training course in order to receive TRA allowances (i.e., additional UI benefits
under TAA). This requirement may be waived if training is not reasonably
available to the worker from either governmental agencies or private sources, and
no training that is suitable for the participant is available at a reasonable cost, or
not enough training funds are available.
*This activity code is only available to the TAA program.
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237

Approved Out-of-Area Job Search Allowance (TAA)
An adversely affected dislocated worker has received a Job Search Allowance in
obtaining employment in areas outside his/her normal labor market.
*This activity code is only available to the TAA program.

280

Wage Subsidy (TAA)
Established as an alternative assistance program for older workers certified
eligible to apply to under the TAA. Workers in an eligible group who are at least
50 years of age, and who obtain different, full-time employment within 26 weeks of
separation from adversely affected employment, at wages less than those earned
in adversely-affected employment, may receive up to half the difference between
the old wage and the new wage. The new wage subsidy may be paid up to a
maximum of $10,000 during a two-year eligibility period. To be eligible for the TAA
program, workers may not earn less than $50,000 per year in the new
employment.
*This activity code is only available to the TAA program.

300

Occupational Skills Training (Approved ETPL Provider)

MSG

301

CA

MSG

The participant enrolled in a California (CA) Eligible Training Provider List (ETPL)
training program designed to provide the technical skills necessary to perform a
specific job or group of jobs.
All Occupational Skills Training services must have an Occupational Code (ONET
Code) that indicates the type of training being provided. The Industry Code
(NAICS Code) is not required.

On-the-Job Training
A participant took part in paid training while engaged in productive work in a job.
The training (a) provided knowledge or skills essential to the full and adequate
performance of the job; and (b) provided reimbursement to the employer for up to
50% of the participant's wage rate for extraordinary costs of providing the training
and additional supervision related to the training; and (c) was limited in duration
appropriate to the occupation for which the participant was being trained, taking
into account the training's content, the participant's prior work experience, and
service strategy, as appropriate.
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303

A participant attended entrepreneurial skills training that included, but was not
limited to, the elements of starting and operating a small business, business plan
development, securing financing, general business law concepts, employee
management, and the understanding of marketing concepts.

Distance Learning (TAA)
The participant is enrolled in TAA Technology-Based Learning (TBL) (i.e., an elearning program or course of study where instruction is delivered via electronic
technology, including the internet, intranet sites, satellite broadcasts, audio and
video conferencing, internet bulletin boards, chat rooms, webcasts, and
sometimes in concert with face-toface instruction, aka, "blended learning”).
*This activity code is only available to the TAA program.

304

Customized Training
A participant enrolled in an employer's customized training program. The training
was designed to meet the specific requirements of an employer (or a group of
employers); was conducted with a commitment by the employer to employ the
participant upon successful completion of the training; and for which the employer
paid a significant portion of the cost of training, as determined by the Local Board
in accordance with WIOA.

MSG

Customized training may be provided when the following criteria are met:
1. The participant is not earning a self-sufficient wage as determined by Local
Board policy.
2. The above paragraph's requirements are met.
3. The customized training relates to on-the-job training contracts for
employed workers, or other appropriate purposes identified by the Local
Board.

Skills Upgrading and Retraining
CA

MSG

305

WIOA Prerequisite Trainings
CA

MSG

306

A participant was provided training to upgrade his/her skills, and/or to retrain.

A participant enrolled in the required prerequisite training/coursework prior to entry
into an institution's approved training program.
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307

Pre-Apprenticeship Program w/Occupational Skill Training (ITA)

308

CA

MSG

The participant enrolled in a Pre-Apprenticeship (PA) program that has a
documented partnership with at least one Registered Apprenticeship program.
The PA's training and curriculum must be based on industry standards,
approved by the documented Registered Apprenticeship partner(s), and
prepare the individual with the skills and competencies needed to enter one or
more Registered Apprenticeship program(s). In addition, the pre-apprenticeship
program provides occupational skills training that leads to an industryrecognized certificate, credential, or license upon completion.
If the pre-apprenticeship training does not provide occupational skills training that
leads to an industry-recognized certificate, credential, or license, the PreApprenticeship Training (224) activity code should be utilized.

Incumbent Worker Training
The participant participated in an incumbent worker training designed to meet the
needs of an employer or group of employers in an effort to help avert potential
layoffs, or for the employee to obtain the skills necessary to retain employment,
such as increasing the skill levels of employees so they can be promoted within
the company and create backfill opportunities for less-skilled employees.

311

Placed in Job Corps
AJCC staff verified that a participant enrolled in a WIOA Title IC Job Corps
program.

312

Placed in Federal Training (includes TAA and WIOA)
AJCC verified that a participant enrolled in a federal government supported
training program, such as a WIOA-funded project or TAA program designed to
provide the technical skills necessary to perform a specific job or group of jobs.
This definition does not include Placed in Job Corps (311), or Apprenticeship
Training (325).
*This service functions as an indicator that a client is enrolled in training
elsewhere and might be part of one of the performance measures due to shared
performance. This activity code does not place someone in the Measurable Skill
Gains and/or Credential Measure.
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313

Placed in State and Local Trainings (non-TAA, non-WIOA)
AJCC staff verified that a participant entered a state and/or local agency-funded
training program. In this instance, staff should select the activity code's coenrolled training code option.
This definition does not include Job Corps (311), or Placed in Federal Training
(312).
*This service functions as an indicator that a client is enrolled in training
elsewhere and might be part of one of the performance measures due to shared
performance. This activity code does not place someone in the Measurable Skill
Gains and/or Credential Measure.

321

Private Sector Training
CA

MSG

320

A participant enrolled in a private sector, non-WIOA training program.

Transitional Job
The participant has barriers to employment, is chronically unemployed, or has an
inconsistent work history, and has been placed by the AJCC in subsidized, timelimited work within the public, private, or nonprofit sector. The participant must
concurrently receive comprehensive employment and supportive services.
Transitional jobs are designed to assist participants with establishing a work
history, demonstrate success in the workplace, and develop the skills that lead to
entry into and retention in unsubsidized employment.

Revised January 2020

Page 25 of 61

Attachment
Chapter 5: CalJOBS Data Entry Policies and Procedures

Activity
Code

Activity Code Name and Definition

322

Job Readiness Training
A participant received training regarding the skills necessary to be successful in
the workplace. The training provided the participant with specific occupational
competencies needed to perform specific tasks on the job. These competencies
include but are not limited to: how to communicate in an office environment, how
to function as part of a team, and how to work in a deadline-driven workplace.

MSG

This code must be applied in conjunction with one of the following codes:
1. Occupational skills training, including training for nontraditional
employment (300)
2. On-the-job training (301)
3. Incumbent worker training (308)
4. Programs that combine workplace training with related instruction, which
may include cooperative education programs (321)
5. Private sector operated training programs (320)
6. Skill upgrading and re-training (305)
7. Entrepreneurial training (302)
8. Transitional jobs (321)

Workplace Training & Cooperative Education
CA

MSG

323

324

A participant attended a training program that combined workplace training with
related instruction. This definition includes cooperative education programs.

Adult Education with Training Services

CA

MSG

A participant, in consultation with an employment counselor, enrolled in Adult
Education that incorporates an Occupational Skills Training program selected from
the CA ETPL that confers industry-valued skills in priority industry sectors, and is
paid for with a preapproved Individual Training Account.

Apprenticeship Training
CA

MSG

325

The participant must also be enrolled in one of the following activities: 300, 301,
302, 305, 306, 320, 323, 325, 330, 346, or 416.

A participant enrolled into a Registered Apprenticeship Program listed on the CA
ETPL.
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326

Supportive Service: Needs-Related Payments (Training)
An unemployed Adult or Dislocated Worker participant received a needs-related
payment(s) for the purpose of enabling him/her to participate in training services.
In order to qualify for needs-related payments, the participant must also be
unemployed, not qualified or ceased to qualify for unemployment compensation,
and be enrolled in a training service under WIOA.
Please note: The maximum level of needs-related payments must be established
by the Local WDB.

327

Supportive Service: Training Allowance
The participant received an approved training allowance required in conjunction
with his/her original training or education. The training allowance may be utilized
to pay for training-related applications, tests, and certifications. For example, a
participant with a nursing degree received a training allowance for CPR training.

Occupational Skills Training (non ETPL provider, non-formula)

CA

MSG

328

A participant attended training designed to provide the technical skills necessary
to perform a specific job or group of jobs. The training provider was not on the CA
ETPL.
This code cannot used for formula ITAs.

331

Local Board Determination Training

CA

MSG

330

A participant enrolled in a training program that can bypass the CA ETPL upon the
determination of the Local Workforce Development Board (LWDB) for reasons,
such as higher education, lack of providers, barriers to employment, etc. This
activity code requires staff to provide justification in CalJOBS under case notes.

Approved Travel in Training (TAA)
A participant was provided an approved travel allowance due to his/her TAA
training being outside a normal commute area. The definition of a normal
commute is 25 miles or one hour, each way.
*This activity code is only available to the TAA program.
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332

Approved Subsistence in Training (TAA)
A participant was provided a subsistence allowance while in training because
he/she must live away from home to attend TAA-approved training.
*This activity code is only available to the TAA program.

333

Approved Remedial Training for those with GED/HS Diploma (TAA)
A participant was provided prevocational training in elementary skills that are
required of every worker in order to be employed.
*This activity code is only available to the TAA program.

335

Approved Occupation Skills Training – Approved by other State (TAA)
The participant is an Agent/Liable client in TAA-approved training.
Agent State: the State in which the participant will be attending training pays for
the training.
Liable State: where the petition is certified and weekly UI/TRA benefits are paid.
That is, an out-of-state (non-California) TAA client can attend occupational training
in California, and his/her training is paid by California's TAA program.
*This activity code is only available to the TAA program.

339

Approved GED Training (TAA)
A participant obtained a certificate of High School equivalency prior to entering
vocational/occupational training.
*This activity code is only available to the TAA program.

341

Approved Remedial Training for those with GED/HS Diploma –
Approved by other State (TAA)
Agent State – the state in which the participant will be attending training pays for
the training. Liable State – where the petition is certified and weekly UI/TRA
benefits are paid. That is when an out-of-state (non-California) TAA client can
attend remedial training in California, with his/her training being paid by
California's TAA program.
*This activity code is only available to the TAA program.
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342

Approved Prerequisite Training (TAA)
A participant completed prerequisite coursework required by the training institution
before entry into one of the institution's approved training programs.
*This activity code is only available to the TAA program.

347

Out-of-State Training Provider other ETPL (Requires Case Note to
indicate other State’s ETPL)
CA

MSG

346

A participant was enrolled with a provider headquartered outside of California, and
who does not have an in-state training facility. Provider must be listed on another
state’s ETPL. This activity code requires staff to provide justification in CalJOBS
under case notes.

Occupational Skills Training (Approved ETPL Provider) (TAA)
The participant enrolled in a California (CA) Eligible Training Provider List (ETPL)
training program designed to provide the technical skills necessary to perform a
specific job or group of jobs.
*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training
activity codes.

348

On-the-Job Training (TAA)
A participant took part in paid training while engaged in productive work in a job.
The training (a) provided knowledge or skills essential to the full and adequate
performance of the job; and (b) provided reimbursement to the employer for up to
50% of the participant's wage rate for extraordinary costs of providing the training
and additional supervision related to the training; and (c) was limited in duration
appropriate to the occupation for which the participant was being trained, taking
into account the training's content, the participant's prior work experience, and
service strategy, as appropriate.
*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training
activity codes.
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Code
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349

Customized Training (TAA)
A participant enrolled in an employer's customized training program. The training
was designed to meet the specific requirements of an employer (or a group of
employers); was conducted with a commitment by the employer to employ the
participant upon successful completion of the training; and for which the employer
paid a significant portion of the cost of training, as determined by the Local Board
in accordance with WIOA.
Customized training may be provided when the following criteria are met:
1. The participant is not earning a self-sufficient wage as determined by
Local Board policy.
2. The above paragraph's requirements are met.
3. The customized training relates to on-the-job training contracts for
employed workers, or other appropriate purposes identified by the Local
Board.
*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training
activity codes.

350

Pre-Apprenticeship Program w/Occupational Skill Training (ITA) (TAA)
The participant enrolled in a Pre-Apprenticeship (PA) program that has a
documented partnership with at least one Registered Apprenticeship program.
The PA's training and curriculum must be based on industry standards,
approved by the documented Registered Apprenticeship partner(s), and
prepare the individual with the skills and competencies needed to enter one or
more Registered Apprenticeship program(s). In addition, the pre-apprenticeship
program provides occupational skills training that leads to an industryrecognized certificate, credential, or license upon completion.
If the pre-apprenticeship training does not provide occupational skills training that
leads to an industry-recognized certificate, credential, or license, the PreApprenticeship Training (224) activity code should be utilized.
*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training
activity codes.
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Activity
Code

Activity Code Name and Definition

351

Adult Education with Training Services (TAA)
A participant, in consultation with an employment counselor, enrolled in Adult
Education that incorporates an Occupational Skills Training program selected from
the CA ETPL that confers industry-valued skills in priority industry sectors, and is
paid for with a preapproved Individual Training Account.
The participant must also be enrolled in one of the following activities: 300, 301,
302, 305, 306, 320, 323, 325, 330, 346, or 416.
*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training
activity codes.

352

Apprenticeship Training (TAA)
A participant enrolled into a Registered Apprenticeship Program listed on the CA
ETPL.
*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training
activity codes.

354

Occupational Skills Training (non-ETPL provider, non-formula) (TAA)
A participant attended training designed to provide the technical skills necessary
to perform a specific job or group of jobs. The training provider was not on the CA
ETPL.
This code cannot used for formula ITAs.
*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training
activity codes.

400
YPE 3

Youth Summer Employment
A Youth participant participated in a summer worksite learning experience which
provided direct linkages between academic and occupational learning.
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406
YPE 1

Tutoring, Study Skills Training & Instruction
A Youth participant received tutoring, study skills training, instruction, and
evidence-based dropout prevention and recovery strategies to complete
secondary school diploma
requirements; or its recognized equivalent (including a recognized certificate of
attendance or similar document with individuals with disabilities); or for a
recognized post-secondary credential.

Activity
Code

Activity Code Name and Definition

407

Financial Literacy Education

YPE 11

A Youth participant completed Financial Literacy coursework that Include one or
more of the following:
1. Support the ability of participants to create budgets, initiate checking and
savings accounts at banks, and make informed financial decisions;
2. Support participants in learning how to effectively manage spending, credit,
and debt, including student loans, consumer credit, and credit cards;
3. Teach participants about the significance of credit reports and credit
scores; what their rights are regarding their credit and financial information;
how to determine the accuracy of a credit report and how to correct
inaccuracies; and how to improve or maintain good credit;
4. Support a participant’s ability to understand, evaluate, and compare
financial products, services, and opportunities and to make informed
financial decisions;
5. Educate participants about identity theft, ways to protect themselves from
identify theft, and how to resolve cases of identity theft and in other ways
understand their rights and protections related to personal identity and
financial data;
6. Support activities that address the particular financial literacy needs of nonEnglish speakers, including providing the support through the development
and distribution of multilingual financial literacy and education materials;
7. Support activities that address the particular financial literacy needs of
youth with disabilities, including connecting them to benefits planning and
work incentives counseling;
8. Provide financial education that is age appropriate, timely, and provides
opportunities to put lessons into practice, such as by access to safe and
affordable financial products that enable money management and savings;
or
9. Implement other approaches to help participants gain the knowledge, skills,
and confidence to make informed financial decisions that enable them to
attain greater financial health and stability by using high quality, ageappropriate, and relevant strategies and channels, including, where
possible, timely and customized information, guidance, tools, and
instruction.
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408
YPE 3

Youth Internship (Unpaid)
A Youth participated in an unpaid internship in the private, for-profit, nonprofit, or
public sector.

Activity
Code

Activity Code Name and Definition

409

Youth Job Shadowing

YPE 3

410
YPE 6

A Youth participated in a job-shadowing experience in the private, for-profit,
nonprofit, or public sector. Job shadowing is a work experience option that is a
temporary, unpaid exposure to the workplace in an occupational area of interest to
the participant. Youth witness firsthand the work environment, employability and
occupational skills in practice, the value of professional training, and potential
career options. A job-shadowing experience can be anywhere from a few hours, to
a day, to a week or more.

Leadership Development Services
A Youth participated in leadership development opportunities that encourages
leadership development, responsibility, confidence, employability, selfdetermination, and other positive social behaviors. Activities may include:
1. Exposure to postsecondary educational possibilities;
2. Community and service-learning projects;
3. Peer-centered activities, including peer mentoring and tutoring;
4. Organizational and teamwork training, including team leadership training;
5. Training in decision-making, including determining priorities and problem
solving;
6. Citizenship training, including life skills training such as parenting and work
behavior training;
7. Civic engagement activities which promote the quality of life in a
community; or
8. Other leadership activities that place youth in a leadership role such as
serving on youth leadership committees, such as a Standing Youth
Committee.
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411
YPE 8

Adult Mentoring
Youth participant participated in an adult mentoring activity. Adult mentoring must
last at least 12 months and be a formal relationship between a youth participant
and an adult mentor that includes structured activities where the mentor offers
guidance, support, and encouragement to develop the competence and character
of the mentee. Mentoring may include workplace mentoring where the local
program matches a youth participant with an employer or employee of a company.
Group mentoring activities and mentoring through electronic means are allowable
as part of the mentoring activities, but at a minimum, the local youth program must
match the youth with an individual mentor with whom the youth interacts on a
face-to-face basis.
Local programs should ensure appropriate processes are in place to adequately
screen and select mentors. While DOL strongly prefers that case managers not
serve as mentors, case managers are allowed to serve as mentors in areas where
adult mentors are sparse.

Activity
Code

Activity Code Name and Definition

412

Objective Assessment

YPE
10 & 13

413
YPE
10 & 13

AJCC staff conducted an objective assessment of the Youth participant's
academic levels, skill levels, and service needs, which included an assessment of
basic skills, occupational skills, prior work experience, employability, interests,
aptitudes (including interests and aptitudes for nontraditional jobs), supportive
service needs, and developmental needs for the purpose of identifying appropriate
services and career pathways. Assessments must also consider a youth’s
strengths rather than just focusing on areas that need improvement.

Develop Service Strategies (IEP/ISS/EDP)
AJCC staff developed individual strategies for the Youth participant that are
directly linked to one or more performance indicator, and that identified career
pathways that included education and employment goals, including, when
appropriate, nontraditional employment, appropriate achievement objectives, and
appropriate services that took into account the Youth's Objective Assessment.
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414

Basic Skills Training

YPE 14

A Youth participant, whose English, writing, and/or computing skill level was at or
below the eighth grade level, received basic skills training that included reading,
writing, mathematic, problem solving, and interpersonal skills training that enabled
the Youth to communicate in English, use math, or obtain a high school diploma
or GED (if applicable), to become eligible for post-secondary education or training,
and to develop into a productive, employable citizen.
*Youth must receive 412 and 413 prior to enrolling in this activity.

415

Enrolled in Alternative Secondary Education

CA

MSG

YPE 2

A Youth participant was enrolled, during participation, in an Alternative Education
program, i.e., a separate program within a K - 12 public or charter school that was
established to serve and provide a Youth, whose needs are not being met in a
traditional school setting, an educational alternative.
*Youth must receive 412 and 413 prior to enrolling in this activity.

Activity
Code

Activity Code Name and Definition

416

Occupational Skills Training (Approved ETPL Provider)

CA

MSG

YPE 4

An Out-of-School Youth participant aged 16-to-24, was enrolled in occupational
skills training that provides specific vocational skills that lead to proficiency in
performing actual tasks and technical functions required by certain occupational
fields, and that aligned with an in-demand industry sector(s) or occupations in the
Youth’s local area. The training must be outcome-oriented and focused on an
occupational goal specified in the individual service strategy, be of sufficient
duration to impart the skills needed to meet the occupational goal; and lead to the
attainment of a recognized postsecondary credential. Provider must be on the CA
ETPL.
*This activity code should not be used for In-School Youth. Youth must receive
412 and 413 prior to enrolling in this activity.
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417

Comprehensive Guidance and Counseling

YPE
1, 10 & 14

A Youth participant was provided one or more of the following:
1. Activities leading to secondary school diploma attainment, or its equivalent;
preparation for post-secondary and training opportunities;
2. Strong linkages between academic instruction and occupational education
that lead to the attainment of recognized post-secondary credentials;
3. Preparation for unsubsidized employment opportunities;
4. Effective connections to employers, including small employers, on indemand industry sectors and occupations within the Youth’s local and
regional labor markets; or
5. Drug and alcohol abuse counseling, mental health counseling, and referral
to partner programs as appropriate. If referring a Youth to necessary
counseling that cannot be provided by the local Youth program or its
service providers, the local youth program must coordinate with the
organization it refers to in order to ensure continuity of service.
*Youth must receive 412 and 413 prior to enrolling in this activity.

418

Adult Education (GED)

CA

MSG

YPE 1 & 2

A Youth participant (not enrolled prior to participation) enrolled in a high school
diploma equivalency program to qualify for one of the three U.S. Department of
Education, Office of Post-Secondary Education’s recognized high school
equivalency certificate programs: 1) General Educational Development (GED)
Test provided by the GED Testing Service; 2) the High School Equivalency Test
(HiSET), provided by Educational Testing Services; or 3) the Test Assessing
Secondary Completion (TASC) provided by CRB/McGraw-Hill.
*Youth must receive 412 and 413 prior to enrolling in this activity.
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Activity
Code

Activity Code Name and Definition

419

Incentive Payment
At the discretion of the Local Board, a Youth participant received an incentive
payment based on an incentive contract between a Youth and the Local Board in
recognition of the Youth’s achievement directly tied to training activities, education
and/or work experiences. The local program must have written policies and
procedures in place governing the award of incentives and must ensure that such
incentive payments are tied to the goals of the specific program; outlined in writing
before the commencement of the program that my provide incentive payments’
aligned with the local program’s policies; and are in accordance with the
requirements contained in 2 CFR part 200.
Such an incentive differs from a supportive service, as a supportive service may
only be made when deemed necessary for a Youth to participate in program
activities.
*Youth must receive 412 and 413 prior to enrolling in this activity.

421

Enrolled in Post-Secondary Education

CA

MSG

YPE 1, 14

424

*Youth must receive 412 and 413 prior to enrolling in this activity.

Entrepreneurial Skills Training

CA

YPE 12

MSG

A Youth participant possessing a high school or a GED diploma enrolled in a
postsecondary program that provided the skills, education and/or training for an indemand occupation or industry, and grants recognized credentials or degrees.

A Youth enrolled in Entrepreneurial training that included the planning, starting
and operating of a small business. Training includes, but is not limited to, the
entrepreneurialassociated skills of initiative, self-direction, calculated risk taking,
adaptability, seeking out and identifying business opportunities and innovative
solutions; risk assessment, budget development; resource forecasting; the ability
to analyze capital acquisition options and their corresponding trade-offs; and how
to effectively market oneself and one's ideas.
*Youth must receive 412 and 413 prior to enrolling in this activity.
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Code

Activity Code Name and Definition

425

Work Experience (Paid)

YPE 3

A Youth participant took part in a paid, planned, structured learning experience
that took place in a private, for-profit, nonprofit or public sector workplace for a
limited period of time. The experience included such elements as: employability
skills instruction or generic workplace skills; exposure to various aspects of an
industry; progressively more complex tasks; the integration of basic academic
skills into work activities, work adjustment, and other transition activities;
entrepreneurship; and service learning.
This definition does not include: Unpaid Youth Internship (408), Youth Job
Shadowing (409), Unpaid Work Experience (426), Paid Internship (427), or Onthe-Job Training (428).
*Youth must receive 412 and 413 prior to enrolling in this activity.

426
YPE 3

Work Experience (Unpaid)
A Youth participant took part in an unpaid, planned, structured learning experience
that took place in a private, for-profit, nonprofit or public sector workplace for a
limited period of time. The experience included such elements as employability
skills instruction or generic workplace skills; exposure to various aspects of an
industry; progressively more complex tasks; the integration of basic academic
skills into work activities, work adjustment, and other transition activities;
entrepreneurship; and service learning.
This definition does not include: Unpaid Youth Internship (408), Youth Job
Shadowing (409), Paid Work Experience (425), Paid Internship (427), or On-theJob Training (428).
*Youth must receive 412 and 413 prior to enrolling in this activity.

427
YPE 3

Internship (Paid)
A Youth participant took part in a paid internship in the private, for-profit, nonprofit,
or public sector workplace for a limited time period.
*Youth must receive 412 and 413 prior to enrolling in this activity.

428
YPE 3

Youth On-the-Job Training
A Youth participant took part in an on-the-job training experience in the private,
for-profit, nonprofit, or public sector workplace for a limited time period.
*Youth must receive 412 and 413 prior to enrolling in this activity.
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Code

Activity Code Name and Definition

429

Enrolled in Secondary Education Program

CA

MSG

YPE 1

This definition does not apply to Enrolled in Alternative Secondary Education
(415), or Adult Education (418).
*Youth must receive 412 and 413 prior to enrolling in this activity.

430

Youth Occupational Skills Training (Youth Service Eligible Provider
List)

CA

YPE 4

MSG

A Youth participant enrolled in a secondary education (high school) program
during program participation.

A Youth participant attended training designed to provide jobs specific vocational
skills that lead to proficiency in performing actual tasks and technical functions
required by certain occupational field and aligns with in-demand industry sectors
or occupational in the Local Area. The training must be outcome-oriented and
focused on an occupational goal specified in the individual service strategy, be of
sufficient duration to impart the skills needed to meet the occupational goal; and
lead to the attainment of a recognized postsecondary credential. The training
provider must be on the Youth Service Eligible Provider List.
*Youth must receive 412 and 413 prior to enrolling in this activity.

431

Enrolled in Pre-Apprenticeship Training

YPE 3

A Youth participant enrolled in a program or participated in a set of strategies
designed to prepare Youth to enter and succeed in a registered apprenticeship
program that has a documented partnership with at least one, if not more,
registered apprenticeship program(s).
*Youth must receive 412 and 413 prior to enrolling in this activity.

432

Enrolled in Apprenticeship Training

CA

MSG

YPE 3,5

A Youth participant enrolled in a Registered Apprenticeship program.
Apprenticeship programs can be sponsored by individual employers, joint
employer and labor groups, and/or employer associations.
*Youth must receive 412 and 413 prior to enrolling in this activity.
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Code

Activity Code Name and Definition

433

Career Awareness

YPE 13

A Youth participant engaged in activities designed to developed knowledge of the
variety of careers and occupational available their skill requirements, working
conditions and training prerequisites, and job opportunities across a wide range of
industry sectors.
*Youth must receive 412 and 413 prior to enrolling in this activity.

434
YPE 13

Career Exploration
A Youth participant selected an educational path and training, or a job which fits
their interests, skills and abilities.
*Youth must receive 412 and 413 prior to enrolling in this activity.

435
YPE 13

Career Counseling/Planning
A Youth participant received advice and support in making decisions about what
career paths to take. Career counseling services may include providing information
about résumé preparation, interview skills, potential opportunities for job
shadowing, and the long-term benefits of postsecondary education and training
(e.g., increased earning power and career mobility).
*Youth must receive 412 and 413 prior to enrolling in this activity.

436
YPE 14

Post-Secondary Transition Services
A Youth participant received services that helped him/her to prepare for and
transition to post-secondary education and training. These services include
exploring postsecondary education options including technical training schools,
community colleges, 4-year colleges and universities, and registered
apprenticeship. Additional services include, but are not limited to, assisting youth
to prepare for SAT/ACT testing; assisting with college admission applications;
searching and applying for scholarships and grants; filling out the proper Financial
Aid applications and adhering to changing guidelines; and connecting youth to
postsecondary education programs.
*Youth must receive 412 and 413 prior to enrolling in this activity.
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Code

Activity Code Name and Definition

437

Pre-Apprenticeship Program with Occupational Skills Training (ITA)

CA

MSG

YPE 3, 4

The participant enrolled in a Pre-Apprenticeship (PA) program that has a
documented partnership with at least one Registered Apprenticeship program.
The PA's training and curriculum must be based on industry standards,
approved by the documented Registered Apprenticeship partner(s), and
prepare the individual with the skills and competencies needed to enter one or
more Registered Apprenticeship program(s). In addition, the pre-apprenticeship
program provides occupational skills training that leads to an industryrecognized certificate, credential, or license upon completion.
If the pre-apprenticeship training does not provide occupational skills training that
leads to an industry-recognized certificate, credential, or license, the PreApprenticeship Training (431) activity code should be utilized.
*Youth must receive 412 and 413 prior to enrolling in this activity.

438

Occupational Skills Training (non-WIOA Funds)

CA

MSG

YPE 4

A participant attended training designed to provide the technical skills necessary
to perform a specific job or group of jobs. The training was funded through nonWIOA funds, and the provider was not on the CA ETPL or the Youth Service
Eligible Provider List.
This code cannot used for formula ITAs.
*Youth must receive 412 and 413 prior to enrolling in this activity.

439
YPE 5

Education Offered Concurrently w/Workforce Prep and Training
Participant enrolled in an integrated education and training model that teaches
workforce preparation activities, basic academic skills, and hands-on occupational
skills training within the same time frame and connected to training in a specific
occupation, occupational cluster, or career pathway. While programs developing
basic academic skills, which are included as part of alternative secondary school
services and dropout recovery services, workforce preparation activities that occur
as part of a work experience, and occupational skills training can all occur
separately and at different times, this program activity code refers to the
concurrent delivery of these services which make up an integrated education and
training model.
*Youth must receive 412 and 413 prior to enrolling in this activity.
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480

Supportive Service: Child/Dependent Care

YPE 7

A Youth participant received assistance with childcare or dependent care which
enabled him/her to participate in activities authorized under WIOA Title IB.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive
412 and 413 prior to enrolling in this activity.

481
YPE 7

Supportive Service: Transportation Assistance
A Youth participant received assistance with transportation which enabled him/her
to participate in activities authorized under WIOA Title IB.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive
412 and 413 prior to enrolling in this activity.

482
YPE 7

Supportive Service: Medical
A Youth participant was referred to medical services which enabled him/her to
participate in activities authorized under WIOA Title IB.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive
412 and 413 prior to enrolling in this activity.

483
YPE 7

Supportive Service: Temporary Shelter
A Youth participant received assistance with temporary shelter that enabled
him/her to participate in activities authorized under WIOA Title IB.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive
412 and 413 prior to enrolling in this activity.
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Code

Activity Code Name and Definition

485

Supportive Service: Other

YPE 7

A Youth participant received assistance that was necessary to enable him/her to
participate in activities authorized under WIOA Title IB. This activity code should
only be used if no other Supportive Service codes apply.
This activity code requires staff to document the type of service provided in a case
note.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive 412
and 413 prior to enrolling in this activity.

487
YPE 7

Supportive Service: Tools/Clothing
A Youth participant received assistance with employment-related attire or tools for
the purpose of obtaining employment.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive 412
and 413 prior to enrolling in this activity.

488
YPE 7

Supportive Service: Housing Assistance
AJCC staff provided and/or arranged for a Youth participant to receive housing
assistance that was necessary to enable him/her to participant in activities
authorized under WIOA
Title IB.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive 412
and 413 prior to enrolling in this activity.

489
YPE 7

Supportive Service: Utilities
AJCC staff provided and/or arranged for a Youth participant to receive assistance
with his/her utilities that enabled him/her to participant in activities authorized
under WIOA Title IB.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive 412
and 413 prior to enrolling in this activity.
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Code

Activity Code Name and Definition

490

Supportive Service: Educational Testing

YPE 7

A Youth participant received supportive services to take a high school equivalency
test, or an exam for an occupation certification or credential. Supportive services
can also be provided to a Youth participant with disabilities to assist with
participation in certain assessments to ensure equal access and opportunity to
participate in a variety of work based learning activities.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive 412
and 413 prior to enrolling in this activity.

491
YPE 7

Supportive Service: Needs-Related Payments
An unemployed Youth participant received a needs-related payment(s) for the
purpose of enabling him/her to participate in training. Unlike other supportive
services, in order to qualify for needs-related payments, a participant must be
enrolled in training. The participant must be unemployed, not qualified or ceased
to qualify for unemployment compensation, and be enrolled in a training service
under WIOA.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive 412
and 413 prior to enrolling in this activity.

492
YPE 7

Supportive Service: Linkages to Community Services
A Youth participant received assistance with linkages to community services that
enabled him/her to participate in activities authorized under WIOA Title IB.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive 412
and 413 prior to enrolling in this activity.

Activity
Code

Activity Code Name and Definition
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493
YPE 7

Supportive Service: Post-Secondary Academic Materials
A Youth participant received assistance with books, fees, school supplies, and
other necessary supplies for students enrolled in post-secondary education
classes that enabled him/her to participate in activities authorized under Title IB.
*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates
of the youth career service or training activity. Additionally, youth must receive
412 and 413 prior to enrolling in this activity.

500

Referred to Job: 150 Days or Greater
The act of referring an active job seeker, or a group of job seekers, to an
employer with a job opening that is 150 days or greater in length.

501

Referred to Job: 4-150 Days in Length
The act of referring an active job seeker, or a group of job seekers, to an
employer with a job opening that is 4-150 days in length.

502

Referred to Job: 3 Days or Less
The act of referring an active job seeker, or a group of job seekers, to an
employer with a job opening that is 3 days or less in length.

503

Negative Referral Result
This code is system generated when the job seeker’s referral profile is updated to
“Not Hired.”

505

External Job Referral by Staff
AJCC staff referred a participant, or a group of participants, to a job opening that
is available through an outside source (not listed on CalJOBS).

590

Notification to Jobseeker of Potential Job
This code is system generated when staff notify job seeker of potential job.
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Follow-Up Activity Codes
Activity
Code

Activity Code Name and Definition

F01

Referral to Community Resources
AJCC staff referred a participant to a community resource. This follow-up service
was provided to the participant to enable him/her to progress further in education,
training, or to retain or obtain employment.

F02

Referral to Medical Services
AJCC staff referred a participant to medical services. This follow-up service was
provided to the participant to enable him/her to progress further in education,
training, or to retain or obtain employment.

F03

Tracking Progress on the Job
AJCC staff tracked a participant's progress on the job, and identified which, if any,
additional follow-up services the participant required to progress further in his/her
occupation or employment.

F04

Work-Related Peer Support Group
AJCC staff referred a participant to a work-related peer support group after being
placed in unsubsidized employment, education, or training. This follow-up service
was provided to the individual to enable them to progress further in their
education, training, occupation or retain his/her employment.

F05

Assistance Securing Better Paying Job
AJCC staff provided a participant assistance in securing a job paying a higher
wage.

F06

Career Development and Further Education Planning
AJCC staff provided a participant additional career planning and counseling. This
follow up service was provided to the participant to enable him/her to progress
further in education, training, or to retain or obtain employment.
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F07

Assistance with Work-Related Problems
Staff assisted a participant with a work-related problem, which may have included
contacting the participant's employer. This follow-up service was provided to the
individual to enable him/her to progress further in his/her occupation or retain
employment.

Activity
Code

Activity Code Name and Definition

F08

Adult Mentoring

YPE 8, 9

F09
YPE 1, 9

F10
YPE 6, 9

F12
YPE 7, 9

A Youth participant received adult mentoring after being placed in unsubsidized
employment, education, or training. This follow-up service was provided to the
participant to enable him/her to progress further in education, training, or to retain
or obtain employment.

Tutoring
AJCC staff provided or arranged for a Youth participant to receive tutoring. This
follow-up service was provided to the participant to enable him/her to progress
further in education, training, or to retain or obtain employment.

Leadership Development
AJCC staff provided and/or arranged for a Youth participant to receive Leadership
Development activities. This follow-up service was provided to the participant to
enable him/her to progress further in education, training, or to retain or obtain
employment.

Supportive Service: Transportation
AJCC staff provided and/or arranged for a Youth participant to receive
transportation assistance that enabled him/her to be successful in employment
and/or postsecondary education and training.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.
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F13
YPE 7, 9

Supportive Service: Purchase Work-Related Uniform/Attire
AJCC staff provided and/or arranged for a Youth participant to receive an
allowance to purchase work-related uniforms or attire that enabled him/her to be
successful in employment and/or postsecondary education and training.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.

Activity
Code

Activity Code Name and Definition

F14

Supportive Service: Purchase Work-Related Tools

YPE 7, 9

AJCC staff provided and/or arranged a Youth participant to receive an allowance
to purchase work-related tools that enabled him/her to be successful in
employment and/or postsecondary education and training.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.

F15
YPE 7, 9

Supportive Service: Housing Assistance
AJCC staff provided and/or arranged for a Youth participant to receive housing
assistance that enabled him/her to be successful in employment and/or
postsecondary education and training.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.
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F16

Supportive Service: Utilities
AJCC staff provided and/or arranged for a participant to receive assistance with
his/her utilities that enabled him/her to be successful in employment and/or
postsecondary education and training.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.

F17

Supportive Service: Dependent Care
AJCC staff provided and/or arranged for a participant to receive child care or
dependent care assistance that enabled him/her to be successful in employment
and/or postsecondary education and training.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.

Activity
Code

Activity Code Name and Definition

F18

Supportive Service: Medical

YPE 7, 9

A Youth participant received assistance with medical services that enabled
him/her to be successful in employment and/or postsecondary education and
training.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.
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F19

Supportive Service: Incentives/Bonus
A participant received an incentive or bonus after being placed in training activities
or education. Per TEGL 21-16, allowable work experience expenditures include
incentive payments tied directly to the completion of work experience; and
employability skills/job readiness training to prepare youth for a work experience.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.

F21
YPE 7, 9

Supportive Service: Educational Testing
A Youth participant received financial assistance in obtaining a High School
equivalency certificate, a license, or other type certificate that enabled him/her to
be successful in employment and/or postsecondary education and training.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.

F22

Supportive Service: Post-Secondary Educational Materials
A Youth participant received assistance with books, fees, school supplies, and
other necessary supplies for students enrolled in post-secondary education
classes that enabled him/her to participate in activities authorized under Title IB.
*Youth only
Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving
follow-up services is not eligible to receive supportive services during their followup.

Revised January 2020

Page 50 of 61

Attachment
Chapter 5: CalJOBS Data Entry Policies and Procedures

Employer Activity Codes
Activity
Code

Activity Code Name and Definition

E01

Alien Labor Certification
Under the H-2A program, local AJCC staff developed a hiring agreement with an
employer that took into account the local AJCC site's resources, but that did not
adversely affect the site's ability to adequately serve other employers. The hiring
agreement may not include provisions for AJCC staff to assist the employer in
preemployment activities such as verifying prior employment or obtaining
references.

E02

Americans with Disabilities
AJCC staff contacted an employer that submitted a job posting that appeared to
be discriminatory under the Americans with Disabilities Act of 1990. In contacting
the employer, AJCC provided legal job posting requirements, and informed the
employer that unless the job posting’s specifications can be legally justified, that
the employer's job posting request could not be accommodated.

E03

CalJOBS Assistance
AJCC staff provided an employer with information regarding CalJOBS or assisted
an employer with registering in CalJOBS.

E04

Apprenticeship
AJCC staff informed the employer of apprenticeship requirements and explained
job order posting access.

E05

Bonding
The designated AJCC staff person responsible for providing and/or arranging for
bonding services, completed the required steps to provide an employer with a
fidelity bond for an at-risk or hard-to-place participant. These steps include, but are
not limited to, ensuring the employer meets all eligibility requirements, completing
the EDD Fidelity Bonding
Certification Request, completing the EDD Fidelity Bonding Employer
Confirmation Letter, and submitting bonding requests to the Workforce Services'
Division Bonding Coordinator.
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Activity
Code

Activity Code Name and Definition

E06

CalJOBS External Recruitment
After determining that the CalJOBS job-seeker participant pool did not include
qualified individuals for an employer's specific job opening, AJCC staff conducted
recruitment efforts to locate qualified individuals. These efforts include, but are not
limited to, contacting colleges, trade schools, professional organizations, and
other employment and training providers who may have access to individuals with
the employer's required skills and qualifications.

E07

Disability Insurance
An AJCC sponsored a Disability Insurance seminar for employers.

E08

Employer Advisory Council (EAC)
AJCC staff provided an employer information regarding the Employer Advisory
Council or provided AJCC services to an employer at an Employer Advisory
Council event.

E09

Employer Application Issuance
At the request of an employer, AJCC staff issued the employer's work application
to job seekers. Prior to agreeing to issue the employer's work application, the staff
member reviewed the work application to ensure compliance with the Department
of Fair Employment and Housing pre-employment guidelines.

E10

Employer Recall
AJCC staff suspended an employer's access to CalJOBS after determining the
employer violated Workforce Services' regulations and/or Federal, State, or local
employment related laws. Reasons for access suspension include, but are not
limited to: the employer includes discriminatory specifications in the job listing;
fails to adhere to Federal, State, or local employment-related laws; misrepresents
terms or conditions of employment; causes Workforce Services to receive
substantiated formal or informal complaints from job seekers; and posts an invalid
job opening, such as one due to a trade dispute.
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Activity
Code

Activity Code Name and Definition

E11

Employment Training Panel (ETP)
AJCC staff assisted an employer with information regarding the Employment
Training Panel’s (ETP) available programs and services, including eligibility
requirements, application assistance and programs specific to an employer's
business.
This definition does not include Training for New Employees (E40), or Training for
Current Employees (E41).

E12

Employment Law
An AJCC sponsored a labor law seminar for employers.

E13

Employment Taxes
An AJCC sponsored a payroll tax seminar for employers.

E14

Enterprise Zone (EZ) Tax Credits
AJCC staff identified a potentially eligible job seeker and referred him/her to the
nearest Enterprise Zone-certifying agency or Enterprise Zone employer. Staff may
not perform eligibility determinations, request documentation, or sign the
Enterprise Tax Voucher (DOC EZ1).

E15

Exclusive Hiring Agreement
AJCC staff established an agreement with an employer that requires all job
seekers to apply through CalJOBS.

E16

Federal Contractor Job Listing
AJCC staff assisted an employer with a federal job contractor job listing. Staff
ensured that the federal contractor was properly identified, and that its special
employment needs, particularly those relating to qualified veterans' hiring, were
met to the fullest possible extent.
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Activity
Code

Activity Code Name and Definition

E17

Fraud Reporting
After receiving a job listing from a questionable employer, AJCC staff ensured the
request was genuine, and represented an actual job opportunity. Questionable
employer examples include employers who require unusual pre-employment
action on the jobseeker's part (e.g., a deposit for some alleged service, such as
training, transportation, dues, fees, or food and lodging; employers who require
monetary deposits or payments), unknown employers who request permission to
interview at the AJCC; employers who ask job seekers to be sent to an address
that is not a normal place of business (e.g., hotel room), unknown employers who
offer to provide transportation to the job site, and employers whose address or job
location is vague.

E18

High Density Unemployment Area Resident
AJCC staff assisted an employer in hiring a high-density unemployment area
resident.

E19

Internship
AJCC staff entered an internship into CalJOBS for an employer or publicized the
internship at the AJCC.

E20

Job Development Contact
AJCC staff contacted an employer regarding Job Development Contact
participation. If the employer is not registered, then staff would need to complete
the employer's CalJOBS' registration to collect the employer's information.

E21

Job Fairs
AJCC staff partnered with an appropriate entity within the community to present
and/or participate in a job fair.

E22

Job Identification Contact
AJCC staff contacted a CalJOBS-registered employer for available job postings.

E23

Job Listing Assistance
AJCC staff assisted a CalJOBS-registered employer with filling out a job listing
form (DE 8203), or AJCC staff completed a job order listing in CalJOBS on behalf
of the employer.
This service does not include CalJOBS Assistance (E03).
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Activity
Code

Activity Code Name and Definition

E24

Job Referrals
AJCC staff advertised or referred an employer's CalJOBS job order to participants.

E25

Job Shadowing
AJCC staff coordinated a job shadowing experience for a qualified participant with
an employer. The employer would like to hire a participant but would first like the
participant to do a job shadowing.

E26

Labor Market Information
AJCC staff provided an employer with the nation, state, or local area’s market
information to assist in the employer's business plan expansion, relocation, or
future hiring and training needs; or, referred the employer to a labor market
information consultant who prepared detailed occupational labor market for the
employer.

E27

Local Planning, Zoning, Permits
AJCC staff provided an employer with Local Planning, Zoning, and Permits
information.

E28

Marketing Package
AJCC staff provided an employer marketing material containing information
regarding EDD services. Materials could include, but are not limited to, DE forms,
brochures geared towards the employer, Labor Market Information Fact Sheets,
and flyers.

E29

New Employee Registry
AJCC staff provided an employer with the specific information pertaining to the
California New Employee Registry.

E30

On-the-Job Training
AJCC staff established an on-the-job training contract with an employer. Under the
contract, the employer provided occupational training to a WIOA participant in
exchange for a specified percentage reimbursement of the participant's wage rate,
and received technical assistance from AJCC staff throughout the life of the
training contract.
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Activity
Code

Activity Code Name and Definition

E31

Older Worker Hiring
AJCC staff conducted outreach efforts to employers highlighting the potential of
older works and their contributions to a diverse workforce. The outreach efforts
highlighted traits that make older workers ideal candidates for employment,
including their reliability, commitment, enthusiasm, and a keen know-how that
comes with a lifetime of experience.

E32

Rapid Response (layoff or closure)
AJCC staff provided rapid response activities in the case of a permanent closure
or mass layoff at a plant, facility or enterprise, or a natural or other disaster that
resulted in mass job dislocation in order to assist dislocated workers in obtaining
reemployment as soon as possible. Rapid response activities include, but are not
limited to, establishing on-site contact with employers and employee
representatives; providing information and access to available employment and
training activities; providing an on-site presentation to employees on when to file
for, how to file for, and who qualified for Unemployment Insurance; assisting in
establishing a labor-management committee; voluntarily agreed to by labor and
management, with the ability to devise and implement a strategy for assessing the
employment and training needs of Dislocated Workers, and obtaining services to
meet such needs; providing emergency assistance adapted to the particular
closure, layoff or disaster; and providing assistance to the local community in
developing a coordinated response and in obtaining access to state economic
development assistance.

E33

Recruitment at EDD
An employer used an AJCC's facility and scheduling services to screen and
interview job seeking participants

E34

Reverse Referral Agreement
AJCC staff established an agreement with an employer that it would provide a
handout or poster to encourage job seekers to enroll and enter a résumé in
CalJOBS. The rationale for this agreement is that when an employer has openings
and lists them in the CalJOBS those job-seekers’ résumés can be accessed by the
employer. This agreement reduces business interruptions to the employer when
there are no openings and expands the job-seeker participant pool in CalJOBS.
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Activity
Code

Activity Code Name and Definition

E35

Résumé Referral
AJCC staff conducted a résumé search to find job-seeking participants' résumés
that match an employer's job requirements and provided those résumés to the
employer.

E36

Career Pathway Programs
AJCC staff informed employers about the Career Pathway programs, located in
their local and regional area. This may include inquiring about an employer's
interest and/or ability to assist with Career Pathway Programs, including job
shadowing, work experience sites, mentoring, speaking engagements, and
employer focus groups.

E37

Targeted Recruitment
AJCC staff coordinated a focused recruitment campaign for a new business
venture, or a facility needing a large number of specialized workers.

E38

Tax Credit Programs
AJCC staff informed an employer about available hiring incentives and tax credits
including, but not limited to, the Work Opportunity Tax Credit (WOTC),
Empowerment Zone/Renewal Community Tax Incentives, the Disabled Access
Credit, and the Architectural and Transportation Tax Deduction.
This definition does not include the Veteran Hiring Incentive Program (E43).

E39

Trade Assistance Act
AJCC staff informed an employer of Trade Assistance Act (TAA) associated
programs.

E40

Training for New Employees
AJCC staff informed an employer of funding available through the Employment
Training Panel (ETP) for workforce training programs and referred it to the ETP
website or phone number for additional information.
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E41

Training for Current Employees
AJCC staff informed an employer of funding available through the Employment
Training Panel (ETP) for workforce training programs and referred it to the ETP
website or phone number for additional information.

Activity
Code

Activity Code Name and Definition

E42

Unemployment Insurance
AJCC staff sponsored a seminar for employers regarding Unemployment
Insurance.

E43

Veteran Hiring Incentive Program
AJCC staff informed an employer about the Work Opportunity Tax Credit (WOTC)
and that "Qualified Veterans" is one of the WOTC target groups that may qualify
the employer for a tax credit.

E44

Welfare Recipient Hiring
AJCC or staff assisted an employer in hiring a welfare recipient.

E45

Work Experience Programs
AJCC staff coordinated with an employer to provide a participant with a Work
Experience
Opportunity, and technical assistance throughout the life of the contract. Work
Experience is a planned, structured learning experience that takes place in a
workplace for a limited time period. It may be paid or unpaid, as appropriate, and
may be in the private for-profit sector, the nonprofit sector, or the public sector.

E46

Workforce Innovation and Opportunity Act (WIOA)
AJCC staff informed an employer of available Workforce Innovation and
Opportunity Act employer services that include, but are not limited to, customized
training, on-the-job training reimbursement assistance, and training subsidies.
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E47

Work Opportunity Tax Credit (WOTC)
AJCC staff processed an employer's application for Work Opportunity Tax Credit
(WOTC) certification. Application processing includes, but is not limited to,
ensuring the applicable forms (i.e., IRS 8850 [Pre-screening Notice and
Certification Request], ETA 9061 [Individual Characteristics From], and ETA 9154
[Youth Self-Attestation Form]) are accurately completed; conducting an employee
background check to ensure the employer received the highest tax credit they are
eligible for; inform the employer that the application must be post-marked no later
than the 28th calendar day following the new employee's start date; if necessary,
sending a request to employer for more information; and sending the employer a
certification or denial letter.

Activity
Code

Activity Code Name and Definition

E48

Youth Employment Opportunities
A Youth Employment Opportunity Program (YEOP) Specialist contacted an
employer for the purposes of informing the employer about YEOP and
encouraging the employer to hire a Youth participant.

E51

CalJOBS Suppressed Job Listing Referral
AJCC staff entered a suppressed job listing into CalJOBS, and assisted the
employer in filling the opening through either of the following service levels:
résumé search service (staff screen and select job-seeking participants and send
the résumés of participants who match the job requirements), or mediated staff
services (staff screen and select participants and provide them with the employer
contact instructions).

E52

OFCCP Employer Outreach
AJCC staff conducted outreach to a contractor or subcontractor that holds any
federal or federally assisted construction contract in excess of $10,000. Services
may include assistance with the Office of Federal Contract Compliance Programs
(OFCCP) requirements, such as affirmative action and equal employment
opportunity.
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Activity
Code

Activity Code Name and Definition

E54

Lay-Off Aversion Activities
AJCC staff provided lay-off aversion strategies and activities designed to prevent
or minimize a participant's unemployment. These strategies include, but are not
limited to, the following:
1. Ongoing engagement and partnership-building activities with local
businesses and community to avert lay-offs and assist Dislocated Workers
in obtaining employment as soon as possible.
2. Provide employers assistance in reduction-in-force management.
3. Fund feasibility studies to determine if the company's operations might be
sustained through a buyout or other means.
4. Develop and/or manage incumbent worker programs via connecting
companies to state Short-Time Compensation or other programs to prevent
layoffs; quickly re-employ Dislocated Workers; business loans for
employee skill upgrading, along with other available government and local
resources.
5. Establish linkages at the federal, state, and local levels, including the
Department of Commerce, state and local resources available for business
retention and expansion; partner or contract with business-focused
organizations to assess risks to companies and how those risks can be
ameliorated; analyses of affected company's suppliers to assess their risks
and vulnerabilities.
6. Connect businesses and workers to short-term, on-the-job, or customized
training programs, and/or apprenticeships before or after layoffs to facilitate
rapid re-employment.
7. Locally defined lay-off activities.
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E55

Candidate Pre-Screen (on behalf of employer)
AJCC staff provided an employer, employer association, or other such
organization, customized screening and referral of qualified participants; or in
addition to Wagner Peyser services, received customized employment-related
services on a fee-for-service basis; and/or was provided business services and
strategies that met the workforce investment needs of area employers, as
determined by the Local Board, and consistent with the local plan.

E56

Other Referral (referred to other agency for service)
AJCC staff referred an employer/company to another public agency to obtain
services not available through WIOA/EDD/TAA programs.

Activity
Code

Activity Code Name and Definition

E57

Follow-Up with Employer on New Hires
AJCC staff contacted the employer to determine if a hired participant was
successful, and to provide as-needed additional assistance to the employer to
ensure satisfaction with the business services provided by AJCC staff.

E59

Follow-Up with Employer on Referred Candidate
AJCC staff contacted an employer via phone, email, or in person to follow-up on a
candidate referred by staff to a CalJOBS job listing.

E60

Employer Networking
AJCC staff provided an employer with information regarding AJCC services in an
effort to establish a relationship, or to maintain an existing relationship.

E61

HR Consultation Services
AJCC staff provided the employer with Human Resource (HR) related services,
such as pre-employment testing, background checks and assistance in completing
the I-9 paperwork, and providing employers with job and task analysis services,
and absenteeism analysis.

Attachment
Chapter 5: CalJOBS Data Entry Policies and Procedures

E62

Referral to Community Resource
AJCC staff provided a proactive linkage and referral to community resources that
support the employer's workforce needs.

E63

Veteran Employer Council (VEC)
AJCC staff provided an employer information regarding the Veteran Employer
Council (VEC) or provided AJCC services to an employer at a VEC event.

E64

Small Business Downsizing/Closure Assistance
AJCC staff provided services to a small business that is downsizing or expected to
go out of business. Assistance may include onsite visits to provide the employer
with information on the available AJCC services for affected employees and
referrals to appropriate community resources.

Activity
Code

Activity Code Name and Definition

E65

Engaged In Strategic Planning/Economic Development
AJCC staff engaged in workforce investment strategic planning or business growth
and economic development strategic planning. These activities include, but are not
limited to, participating in community-based strategic planning; sponsoring
employer forums; securing information on industry trends; providing information for
the purpose of corporate economic development planning; partnering in
collaborative efforts to identify workforce challenges; and developing ways to
address those challenges.

E66

Accessed Untapped Labor Pools
AJCC staff established pipeline activities in partnership with the public workforce
system to access untapped labor pools. These activities include, but are not
limited to: outreach to youth, veterans, individuals with disabilities, older workers,
ex-offenders, and other targeted demographic groups; industry awareness
campaigns; joint partnerships with high schools, community colleges, or other
education programs to improve skill levels; and programs to address limited
English proficiency and vocational training.

E67

Customized Training
AJCC staff provided publicly funded customized training assistance to an
employer.
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E68

Incumbent Worker Training
AJCC staff provided publicly funded incumbent worker training assistance to an
employer.

E69

Follow-Up with Employer on Employer Services
AJCC staff contacted the employer to determine if employer services that were
provided by the AJCC were successful.

E70

Youth Outreach and Marketing Presentation
Staff conducted presentations at entities (e.g., employers, community-based
organizations, schools, workforce partners) in the community serving youth on the
available EDD and partner youth services and resources as part of the YEOP
expansion effort.

Activity
Code

Activity Code Name and Definition

E71

Youth Outreach and Marketing Contact
Staff contacted entities (e.g., employers, community-based organizations, schools,
workforce partners) serving youth to schedule an appointment to provide
information on the available EDD and partner youth services and resources as
part of the YEOP expansion effort.

E72

DOLVETS Hire Medallion Program (HVMP)
Staff provided information regarding the HVMP that recognizes employers who
hire and retain veterans throughout the year and have dedicated resources for
their veteran employees.

E73

Reasonable Accommodation
Provided Employer information on reasonable accommodations that may include,
but not limited to, physical change, accessible communication and assistive
technologies, modified work tasks, and policy enhancements.
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E74

RETAIN – Employer
The Employer received services from a staff member on the Retaining Employment
and Talent After Injury/Illness Network (RETAIN).
*This code should not be used by staff that are not associated with the Local
Area(s) who have received funding to carry out this pilot program.

E75

RETAIN – Provider
The Health Provider received services from a staff member on the Retaining
Employment and Talent After Injury/Illness Network (RETAIN).
*This code should not be used by staff that are not associated with the Local
Area(s) who have received funding to carry out this pilot program.

E90

Referred Qualified Applicants
Staff referred client to employer based on their review of the client’s resume, skills
and qualifications.
*This code is system generated at time of client referral.

Activity
Code

Activity Code Name and Definition

E92

Notification to Employer of Potential Applicant
Staff notified client of potential job.
*This code is system generated at time of client notification.
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ARTICLE I. NAME AND ESTABLISHMENT
1. Name: Under these Bylaws, the name for this organization is the Humboldt County
Workforce Development Board, hereinafter HC-WDB or WDB. The HC-WDB
was established under Section 107 of the Workforce Innovation & Opportunity Act
of 2014, Public Law 803-32, hereinafter referred to as the WIOA.
2. Establishment: The HC-WDB is established and receives authority in accordance
with the WIOA and is appointed by the Humboldt County Board of Supervisors,
hereinafter BOS. The recommendation is that the HC-WDB work with the BOS in
a collaborative manner, and the BOS have final authority.

ARTICLE II. PURPOSE AND RESPONSIBILITIES
By its composition, the HC-WDB represents organizations, agencies, and representatives
of business. The HC-WDB shall, in accordance with Section 107 of the WIOA;
competitively procure and oversee the local America’s Job Center of California (AJCC) as
part of the one-stop career system. The HC-WDB shall also provide oversight of Humboldt
County’s comprehensive workforce development system consisting of workforce,
education and training, workforce preparation services, regional research, and economic
development.
MISSION STATEMENT AND GOALS
The HC-WDB brings together workforce development, educational, economic
development and other employment services in a seamless customer-focused delivery
network that enhances access to program services and improves long-term employment
outcomes. As AJCC partners, we are committed to administering our independently funded
programs as a set of integrated streamlined services to job seekers and employers, by:
• Helping businesses find skilled workers and access other supports services,
including education and training, for their current workforce
• Providing an array of employment and business services and connecting
customers to work-related training and education
• Continuing to align investments in workforce, education and economic
development to regional in-demand jobs
• Reinforcing partnerships and strategies to provide job seekers and workers with
high quality career services, education and training, and supportive services
needed to get good jobs and stay employed

3
Humboldt County Workforce Development Board Bylaws 2021-2023

ARTICLE III. THE DUTIES OF THE HC-WDB
It shall be the duty of the HC-WDB to do all the following:
1. Local Plan: With approval from the BOS, develop and submit a local workforce

development area plan to the Governor of California;
2. Regional Plan: Collaborate with the local and regional stakeholders and with

approval from the BOS to develop and submit a regional plan;
3. Workforce Research and Regional Labor Market Analysis: Conduct research,

specified regional market labor analysis, and periodic economic and workforce
analyses as a part of the local planning process and to assist the Governor in
developing the statewide workforce and labor market information system;
4. Convening, Brokering, and Leveraging: Convene the local workforce

development system stakeholders to assist in the development of the local area plan,
and identify non-federal expertise and resources to leverage support for workforce
activities;
5. Employer Engagement: Lead efforts to engage with a diverse range of employers,

entities in the region, and economic development entities, including coordination
with BOS economic development strategies, in order to promote the participation
of local area and regional private-sector employers, develop effective linkages with
employers, support employer utilization of the Humboldt County workforce
system, ensure the workforce investment activities meet the needs of employers,
and support economic growth in the region;
6. Career Pathways Development: Collaborate with secondary and postsecondary

education program representatives leading the efforts in the local workforce
development area to develop and implement career pathways by aligning training,
education and support services;
7. Proven and Promising Practices: Identify, promote, and disseminate proven and

promising strategies, initiatives, and practices for meeting the needs of job seekers
and employers;
8. Technology: Develop strategies for using technology to maximize the accessibility

and effectiveness of the local workforce development system for employers,
workers, job seekers, and those with barriers to employment; develop intake and
case management information systems, remote access, and improve digital literacy
skills while leveraging resources and capacity within the system;
9. Program Oversight: Conduct program oversight for: local WIOA youth, adult,

and dislocated workforce development program activities; the local service
delivery system; and the use, management, and investment of workforce
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development funds to maximize performance outcomes under WIOA through
evidenced-based decision-making;
10. Negotiation

of Local Performance Accountability: Establish, through
negotiation with the BOS and the Governor, local performance and accountability
measures;

11. Selection of Operators and Providers: Competitively designate and certify one-

stop operators, identify eligible adult and youth training providers, and also ensure
the provision of opportunities that lead to competitive employment for individuals
with disabilities; in conjunction with the State, ensure there are sufficient numbers
and types of career and training service providers in a manner that maximizes
consumer choice;
12. Coordination of Education Providers: Coordinate activities with education and

training providers;
13. Budget and Administration: Develop a budget for the activities of the HC-WDB

consistent with the local workforce development plan and the duties of the HCWDB under WIOA;
14. Accessibility for Individuals with Disabilities: Annually assess the physical and

programmatic accessibility of all one-stop centers in the local area in accordance
with the Americans with Disability Act of 1990; and
15. Additional Duties: The HC-WDB shall perform other functions and duties as

required by the WIOA, or by State of California implementing legislation or
Executive Orders and shall act in accordance with WIOA and under the direction
of the Governing Board.

ARTICLE IV. MEMBERSHIP
1. Composition
The BOS shall ensure the membership of the HC-WDB conforms to all WIOA
requirements. The BOS reserves discretionary authority on membership as local
economic conditions indicate. Members of the Humboldt Board that represent
organizations, agencies or other entities shall be individuals with optimum policymaking
authority within those organizations, agencies or entities. As authorized under WIOA,
Section 107, membership of the WDB is established to be composed of at least 19
members or more, in the percentages that follow:
a. Business representatives shall constitute a majority, 51%, of WDB and must
include two or more members that represent small business as defined by the
U.S. Small Business Administration. Furthermore, business representative
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seats may reflect the identified major industries and clusters identified in the
Humboldt County Comprehensive Economic Development Strategy (CEDS).
Their business must provide employment opportunities with high quality workrelevant training and development in local in-demand industry sectors or
occupations.
b. Representatives of the workforce shall constitute at least 20% of WDB
membership, including representatives of labor organizations, which must
constitute at least 15% of WDB membership. Labor Union members must be
selected from candidates nominated by local labor federations, including a
representative of an apprenticeship program. If local labor federations fail to
nominate enough members to reach 15% of WDB membership, then the
requirement shall be 10% of WDB membership, as stated in California
Unemployment Insurance Code Section 14202.
Representatives of the workforce, include labor members who may also include
representatives of organizations, including community-based organizations
(CBO) with experience and expertise in addressing barriers to employment,
including organizations that serve veterans, individuals with disabilities, or
eligible youth, including out of school youth.
The term community-based organization is defined as a private nonprofit
organization that is representative of a community or a significant segment of a
community which has demonstrated expertise and effectiveness in the field of
workforce investment.
c. Further required Board membership shall include individuals, as follows:
• Adult Education/Literacy Representative-Must be nominated by
institution or organization;
• Vocational Rehabilitation Representative;
• Higher Education Representative- Must be nominated by institution or
organization;
• Wagner-Peyser Representative; and
• Public Economic Development Agency Representative.
d. Members may also include additional local area representatives appointed by
the BOS, representing:
• Local K-12 education;
• The Board of Supervisors, with an alternate; and
• A State elected official (Assembly or Senate) representing Humboldt
County, with an alternate.
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e. Up to three representatives of community-based organizations or businesses
that provide the following:
• Native American employment development;
• Childcare;
• Employment of people with disabilities;
• Serves youth employment, training or education; and/or
• Trains people with barriers to employment.

2. HC-WDB Nominations
a. Nominees who are intended to serve as representatives of business in the local
area may be nominated by one of the following; and open-membership business
organization, business trade association, an agency board of directors, or by a
sitting WDB business member. In addition, potential business members may
apply directly to the WDB as long as they meet the requirements specific in
Section IV (1)(a) of the Board Bylaws.
b. The Nominations Committee shall be an ad-hoc committee appointed by the
Executive Committee, including two general members of the full WDB. The
Committee shall solicit nominations from the entire WDB membership,
beginning in the first quarter of the calendar year.
c. Nominees who are intended to serve as representatives of labor must be
nominated by local labor federations.
d. For other mandated and non-mandated categories, nominees must be nominated
by a senior executive from the agency or institution of employment or affiliation.
e. Written or electronic applications must be submitted to the HC-WDB Executive
Director.
f. The Executive Committee of the HC-WDB will review applications and
determine a recommendation to the full HC-WDB. The HC-WDB will then vote
on an action of a formal nomination to be submitted for final approval by the
BOS.
g. Prior to the vote, the Chair will take nominations from the floor.
h. HC-WDB nominations can only be approved when there is a quorum at any
regularly scheduled meeting.
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i. Voting shall be public according to the open meeting laws of the State of
California.

3. Executive Committee and Officer Nominations
a. The Executive Committee shall consist of - nine (9) members of the HC-WDB
and include; Chair, Vice Chair, BOS seat, At-Large Business seat, At-Large
Higher Education seat, At-Large Labor seat and three (3) At-Large General seats
b. Of the three (3) At-Large General seats, the Chair shall appoint one member
from the full WDB to serve on the Executive Committee.
c. The full HC-WDB shall also elect five (5) At-Large members of the Executive
Committee, at least one of whom shall be a private business member seat, one
being a representative of a higher education institution that provides workforce
education and training and one being a representative of a labor agency. The
representative of the labor agency will be selected by the four HC-WDB labor
representatives.
d. All elected At-Large members shall serve for two (2) -year terms, commencing
on July 1. Terms should be staggered in order to support continuity on the
Executive Committee.
e. The Chair and Vice Chair seats shall be filled by business representatives.
f. Chair and Vice Chair terms will commence on July 1 and end on June 30 of the
following calendar year.
g. A HC-WDB member may serve as Chair or Vice Chair for a period no longer
than two years.
h. The Chair elect and Vice Chair elect shall automatically have their membership
extended, if necessary, to coincide with their term in the Chair positions.
i. The Chair shall preside at all meetings of the full WDB and shall preform all
duties incidental to the office of Chair.
j. A lead Executive Committee member will be appointed by the Executive
Committee to create a nomination committee and shall include two at-large HCWDB members.
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k. The Nomination Committee will present the slate of candidates for Executive
Committee positions, including the Chair and Vice Chair seats, at the final HCWDB meeting of the fiscal year and be included on the agenda. The HC-WDB
shall be notified of candidates 15 days prior to final WDB meeting of the fiscal
year.
l. Prior to voting the Chair will take nominations from the floor, a quorum must be
present to vote.
m. Officers are determined by a majority vote of eligible voting members of the
HC-WDB.

4. Term and Reappointments
a. HC-WDB appointments and Executive Committee at-large positions will be for
a two-year term generally. Terms will start from the date of appointment by the
BOS and expire on June 30 the following year. During a member’s first twoyear term, June 30 may arrive prior to the end of the two-year period or go
beyond the two-year period, depending on appointment date. HC-WDB staff
will put the term expiration date of June 30 as close as possible to match the twoyear period. In some cases, members may be terminated or reappointed earlier
than the full two years or beyond the full two years. Once a member is
reappointed, the term will be on the appropriate two-year term schedule.
b. At the conclusion of a member's term, the member's position shall be treated as
a vacancy, with the current member having the option to request consideration
for appointment to an additional term. Reappointment requests will be
considered along with any other nominations received for that vacancy.

5. Vacancies
a. General HC-WDB Vacancies
i.

The HC-WDB or its Executive Committee will review membership
vacancies as they occur and assess associated needs with appointing a
replacement.

ii.

HC-WDB staff will report vacancies to the Humboldt County Clerk of
the Board on behalf of the BOS. The Clerk of the Board will publicly
post the vacancy on the public notice bulletin board located outside the
5th Street entrance of the Humboldt County Courthouse. The vacancy
will also be posted on the County of Humboldt, WDB website.
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iii.

Vacant seats must be filled within ninety (90) days.

b. Officer Vacancies
i.

In the event of a vacancy in the position of the Chair, the Vice Chair shall
assume the duties of the Chair. In the event of a vacancy in the position
of Vice Chair, the Business At-large member of the Executive Committee
shall assume the role of Vice Chair for the remainder of the term.

ii.

The Vice-Chair shall preside in the absence or vacancy of the Chair, and
perform such duties as delegated by the Chair.

iii.

In the event of a vacancy of both the Chair and Vice Chair, the Business
At-Large elected member shall assume the duties of the Chair.

iv.

In the event of a vacancy in a position of an At-Large Executive
Committee member, the Chair shall appoint a replacement to serve out
the designated term of that position. The Chair has the option of
appointing members for different term lengths in order to achieve or
maintain staggering of terms.

6. Attendance
Members shall attend meetings of the Humboldt Board and committees to which they are
appointed. The Executive Committee shall routinely review member attendance at board
and committee meetings. An excused absence shall be recorded in the minutes when a
member or designee notifies the Chair of the Board and/or the Executive Director of the
intended absence by 5 p.m. of the day before the scheduled Board or Committee meeting
indicating good and sufficient reason for the absence, except that if the absence is due to
illness occurring during the 24 hour period, the absence shall be deemed excused if the
Chair of the Board and/or the Executive Director is notified of the illness prior to the roll
call for the meeting. Members of the Board must not miss more than three (3)
consecutive committee and full meetings of the Humboldt Board unless the absences are
excused or more than five (5) consecutive committee and full meetings even if some or
all of those absences are excused, except that the board may grant the member a leave of
absence upon prior request.

7. Terminations and Resignations
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a. Terminations may be a result of:
i.

A member is not reappointed after completion of term.

ii.

A member’s violation of the Conflict of Interest Policy or laws or failure to
complete or declare applicable financial disclosers per Form 700.

iii.

When the member ceases to be representative of the constituency for which
appointment was made.

iv.

For the member’s failure to meet attendance requirements (See Attendance
Section).

b. Resignation process:
i. Members must provide written notice of resignation to the HC-WDB Chair
and Executive Director
ii. HC-WDB staff will notify the Humboldt County Board of Supervisors Clerk
of the Board, and the HC-WDB

8. Additional Membership Provisions
a. Membership is by person, not position, including the mandated partners. Each
member must be vetted through the WDB application and approval process.
b. Each member shall have equal voting privileges, with each seat representing one
vote.
c. Proxy votes by representatives or members are not allowed.
d. No member shall vote on any matter which:
i. Poses the appearance of a conflict of interest to that member or his/her
business or organization.
ii. Would financially benefit such member or his/her business or organization.
e. A member of the BOS shall have one vote at any HC-WDB meeting using the
designated BOS member or appointed BOS alternate. Annually, the BOS will
specify the designated BOS HC-WDB member and alternate. The BOS
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appointed alternate is authorized to vote in the absence of the appointed BOS
HC-WDB member.

9. Procedures for Dealing with Conflicts of Interest
a. If a member believes (s)he is in a potential conflict situation, (s)he should so
advise the Chair, refrain from any discussion on the matter involving the conflict
and register an abstention on any subsequent vote.
b. Should the member participate in the discussion and/or vote on the matter, and
it is later determined that a conflict situation existed; any agreements resulting
from this involvement may be considered invalid. The HC-WDB Chair, whose
decision shall then be presented to the HC-WDB for further action, shall initially
make consideration of validity. Such action might include ratification of the
agreement under such conditions as would make the agreement valid.

ARTICLE V. STAFF
The HC-WDB receives Executive Director and other staff support from the County of
Humboldt County Administrative Office, Office of Economic Development.

ARTICLE VI. MEETINGS
1. Regular meetings (at least semi-annually) will be scheduled and announced at the
beginning of each fiscal year. Special meetings may be called at the discretion of
the Chair, as needed.
2. All meetings of the HC-WDB and its committees shall be called and held pursuant
to the provisions of the Ralph M. Brown Act (Gov. Code Section 54950 et seq.).
3. Agendas and minutes of regular and special HC-WDB meetings shall be provided
to members and, upon request, the public in a timely fashion.
4. Alternative technology such as telephone or video or digital conferencing, may be
used at HC-WDB board and committee meetings as permitted by the Brown Act.

ARTICLE VII. COUNCILS AND COMMITTEES
1. The HC-WDB shall have an Executive Committee, the membership of which shall
include the HC-WDB Chair and Vice-Chair; the Board of Supervisors member as
selected by the BOS; and four (4) at large members, per Article IV.C.1. One at large
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member is appointed by the HC-WDB Chair. The remaining three at large members
are elected by the HC-WDB membership, at least one coming from the private
sector and one from the higher-education sector.
2. The Executive Committee shall act on behalf of the full board on all matters of
necessity between HC-WDB meetings. That authority shall include:
a. Analyzing information from standing and ad hoc committees and coordinating
their work.
b. Setting agendas for HC-WDB meetings.
c. Authorizing the HC-WDB Chair to sign time-sensitive documents when full
HC-WDB approval is not feasible.
d. Reversal of automatic termination of HC-WDB member terms for administrative
purposes set forth in Article IV of these bylaws.
e. Participation on ad hoc committees and workgroups as needed.
3. Work of the HC-WDB as identified in the strategic plan shall engage HC-WDB
members through workgroups or ad-hoc committees, defined as follows:
a. The HC-WDB or Executive Committee designates a workgroup by (1) defining
a set of specific outcomes, (2) determining a specific timeframe for deliverables,
and (3) designating an Executive Committee member to participate on the
workgroup.
b. Staff organizes and facilitates workgroups. HC-WDB members may serve as
chair should the workgroup elect to have a chair to best accomplish the
outcomes.
c. HC-WDB members may Chair a workgroup, as best serves accomplishing the
charge of the workgroup.
d. Workgroups do not have formal membership requirements, though at least one
Executive Committee member participates on each workgroup. HC-WDB
members participate on a volunteer basis.
e. A maximum of three (3) workgroups may operate at any one time.
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f. Workgroups shall report their results and recommendations to the Executive
Committee and/or the Full HC-WDB via members or staff.
g. Workgroups may meet at the call of the HC-WDB Chair or the committee Chair.
h. Work-group membership shall not constitute a majority of the membership of
the HC-WDB.

ARTICLE VIII. ADOPTIONS AND AMENDMENTS
1. These bylaws are hereby adopted upon two-thirds (2/3) vote of the HC-WDB
membership present at a meeting at which this item has been noticed and a quorum
has been established.
2. These bylaws may be amended, in part or in whole, by two-thirds (2/3) vote of the
members present and voting at a regularly scheduled HC-WDB meeting, at which a
quorum has been established. Proposed additions and/or deletions to the bylaws
must be provided to members at least fifteen (15) days before the meeting at which
they are subject to vote.
3. Adoptions or amendments of these bylaws may be proposed by any voting HCWDB member. Such adoptions or amendments must be presented in writing.

ARTICLE IV. GENERAL PROVISIONS
1. The HC-WDB shall utilize Robert's Rules of Order as a framework to conduct its
business.
2. Nothing in these bylaws shall be construed to take precedence over federal, state or
local laws or regulations.
3. All HC-WDB policies will be voted upon at a regularly scheduled HC-WDB
meetings.
4. For purposes of these bylaws, “fiscal year” shall be defined as July 1 through June
30.
5. A simple majority of the members of the HC-WDB shall constitute a quorum.
6. These bylaws shall be reviewed and approved by the HC-WDB every two years in
alignment with the start of the calendar year.
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HUMBOLDT COUNTY WORKFORCE DEVELOPMENT BOARD
By: _________________________________________ Date: _____________________
Dena McCullough, HC-WDB Chair

ATTESTED
By: _________________________________________ Date: _____________________
Ryan Sharp, Clerk of the Board, County of Humboldt
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ARTICLE I. NAME AND ESTABLISHMENT
1. Name: Under these Bylaws, the name for this organization is the Humboldt County
Workforce Development Board, hereinafter HC-WDB or WDB. The HC-WDB
was established under Section 107 of the Workforce Innovation & Opportunity Act
of 2014, Public Law 803-32, hereinafter referred to as the WIOA.
2. Establishment: The HC-WDB is established and receives authority in accordance
with the WIOA and is appointed by the Humboldt County Board of Supervisors,
hereinafter BOS. The BOS have final authority, The recommendation is that the
HC-WDB work with the BOS in a collaborative manner, and the. BOS have final
authority.

ARTICLE II. PURPOSE AND RESPONSIBILITIES
By its composition, the HC-WDB represents organizations, agencies, and representatives
of business. The HC-WDB shall, in accordance with Section 107 of the WIOA;
competitively procure and oversee the local America’s Job Center of California (AJCC) as
part of the one-stop career system. The HC-WDB shall also provide oversight of Humboldt
County’s comprehensive workforce development system consisting of workforce,
education and training, workforce preparation services, regional research, and economic
development.
Formatted: Left, Indent: Left: 0"

MISSION STATEMENT AND GOALS
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The HC-WDB brings together workforce development, educational, economic
development and other employment services in a seamless customer-focused delivery
network that enhances access to program services and improves long-term employment
outcomes. As AJCC partners, we are committed to administering our independently funded
programs as a set of integrated streamlined services to job seekers and employers, by:
• Helping businesses find skilled workers and access other supports services,
including education and training, for their current workforce
• Providing an array of employment and business services and connecting
customers to work-related training and education
• Continuing to align investments in workforce, education and economic
development to regional in-demand jobs
• Reinforcing partnerships and strategies to provide job seekers and workers with
high quality career services, education and training, and supportive services
needed to get good jobs and stay employed
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ARTICLE III. THE DUTIES OF THE HC-WDB
It shall be the duty of the HC-WDB to do all the following:
1. Local Plan: With approval from the BOS, develop and submit a local workforce

development area plan to the Governor of California;
2. Regional Plan: Collaborate with the local and regional stakeholders and with

approval from the BOS to develop and submit a regional plan;
3. Workforce Research and Regional Labor Market Analysis: Conduct research,

specified regional market labor analysis, and periodic economic and workforce
analyses as a part of the local planning process and to assist the Governor in
developing the statewide workforce and labor market information system;
4. Convening, Brokering, and Leveraging: Convene the local workforce

development system stakeholders to assist in the development of the local area plan,
and identify non-federal expertise and resources to leverage support for workforce
activities;
5. Employer Engagement: Lead efforts to engage with a diverse range of employers,

entities in the region, and economic development entities, including coordination
with BOS economic development strategies, in order to promote the participation
of local area and regional private-sector employers, develop effective linkages with
employers, support employer utilization of the Humboldt County workforce
system, ensure the workforce investment activities meet the needs of employers,
and support economic growth in the region;
6. Career Pathways Development: Collaborate with secondary and postsecondary

education program representatives leading the efforts in the local workforce
development area to develop and implement career pathways by aligning training,
education and support services;
7. Proven and Promising Practices: Identify, promote, and disseminate proven and

promising strategies, initiatives, and practices for meeting the needs of job seekers
and employers;
8. Technology: Develop strategies for using technology to maximize the accessibility

and effectiveness of the local workforce development system for employers,
workers, job seekers, and those with barriers to employment; develop intake and
case management information systems, remote access, and improve digital literacy
skills while leveraging resources and capacity within the system;
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9. Program Oversight: Conduct program oversight for: local WIOA youth, adult,

and dislocated workforce development program activities; the local service
delivery system; and the use, management, and investment of workforce
development funds to maximize performance outcomes under WIOA through
evidenced-based decision-making;
10. Negotiation

of Local Performance Accountability: Establish, through
negotiation with the BOS and the Governor, local performance and accountability
measures;

11. Selection of Operators and Providers: Competitively designate and certify one-

stop operators, identify eligible adult and youth training providers, and also ensure
the provision of opportunities that lead to competitive employment for individuals
with disabilities; in conjunction with the State, ensure there are sufficient numbers
and types of career and training service providers in a manner that maximizes
consumer choice;
12. Coordination of Education Providers: Coordinate activities with education and

training providers;
13. Budget and Administration: Develop a budget for the activities of the HC-WDB

consistent with the local workforce development plan and the duties of the HCWDB under WIOA;
14. Accessibility for Individuals with Disabilities: Annually assess the physical and

programmatic accessibility of all one-stop centers in the local area in accordance
with the Americans with Disability Act of 1990; and
15. Additional Duties: The HC-WDB shall perform other functions and duties as

required by the WIOA, or by State of California implementing legislation or
Executive Orders and shall act in accordance with WIOA and under the direction
of the Governing Board.

ARTICLE IV. MEMBERSHIP
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The BOS shall ensure the membership of the HC-WDB conforms to all WIOA
requirements. The BOS reserves discretionary authority on membership as local
economic conditions indicate. Members of the Humboldt Board that represent
organizations, agencies or other entities shall be individuals with optimum policymaking
authority within those organizations, agencies or entities. As authorized under WIOA,
Section 107, membership of the WDB is established to be composed of at least 19
members or more, in the percentages that follow:
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a. Business representatives shall constitute a majority, 51%, of WDB and must
include two or more members that represent small business as defined by the
U.S. Small Business Administration. Furthermore, business representative
seats may reflect the identified major industries and clusters identified in the
Humboldt County Comprehensive Economic Development Strategy (CEDS).
a. Business members must be in positions with a high degree of policymaking
and hiring authority within the business they represent. Their business must
provide employment opportunities with high quality work-relevant training and
development in local in-demand industry sectors or occupations.

Formatted: Indent: Left: 0.81", No bullets or
numbering

b. Representatives of the workforce shall constitute at least 20% of WDB
membership, including representatives of labor organizations, which must
constitute at least 15% of WDB membership. Labor Union members must be
selected from candidates nominated by local labor federations, including a
representative of an apprenticeship program. If local labor federations fail to
nominate enough members to reach 15% of WDB membership, then the
requirement shall be 10% of WDB membership, as stated in California
Unemployment Insurance Code Section 14202.
Representatives of the workforce, which must total 20% of WDB membership,
include labor members who may also include representatives of organizations,
including community-based organizations (CBO) with experience and
expertise in addressing barriers to employment, including organizations that
serve veterans, individuals with disabilities, or eligible youth, including out of
school youth.
The term community-based organization is defined as a private nonprofit
organization that is representative of a community or a significant segment of a
community which has demonstrated expertise and effectiveness in the field of
workforce investment.
c. Further required Board membership shall include individuals with optimum
policymaking authority, as follows:
• Adult Education/Literacy Representative-Must be nominated by
institution or organization;
• Vocational Rehabilitation Representative;
• Higher Education Representative- Must be nominated by institution or
organization;
• Wagner-Peyser Representative; and
• Public Economic Development Agency Representative.
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d. Members may also include additional local area representatives appointed by
the BOS, representing:
• Local K-12 education;
• The Board of Supervisors, with an alternate; and
• A State elected official (Assembly or Senate) representing Humboldt
County, with an alternate.
e. Up to three representatives of community-based organizations or businesses
that provide the following:
• Native American employment development;
• Childcare;
• Employment of people with disabilities;
• Serves youth employment, training or education; and/or
• Trains people with barriers to employment.
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2. HC-WDB Nominations

2.
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a. a. Nominees who are intended to serve as representatives of business in the local area

may be nominated by one of the following; an open-membership business organization,
business trade association, an agency board of directors, or by a sitting WDB business
member. In addition, potential business members may apply directly to the WDB as long
as they meet the requirements specified in Section IV (1)(a) of the Board Bylaws.
a.

a.b. Nominees who are intended to serve as representatives of business in the
local area must be nominated by one of the following; an open-membership
business organization, business trade association, or an agency board of
directors.
b.c. The Nominations Committee shall be an ad-hoc committee appointed by the
Executive Committee, including two general members of the full WDB. The
Committee shall solicit nominations from the entire WDB membership,
beginning in the first quarter of the calendar year.
c.d. Nominees who are intended to serve as representatives of labor must be
nominated by local labor federations.
d.e. For other mandated and non-mandated categories, nominees must be
nominated by a senior executive from the agency or institution of employment
or affiliation.
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f. Written or electronic applications must be submitted to the HC-WDB Executive
Director.
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g. The Executive Committee of the HC-WDB will review applications and
determine a recommendation to the full HC-WDB. The HC-WDB will then vote
on an action of a formal nomination to be submitted for final approval by the
BOS.
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h. Prior to the vote, the Chair will take nominations from the floor.
e.
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f.i. HC-WDB nominations can only be approved when there is a quorum at any
regularly scheduled meeting.

Formatted: Indent: Left: 0.75", No bullets or
numbering

g. Prior to the vote, the Chair will take nominations from the floor.
h.j. Voting shall be public according to the open meeting laws of the State of
California.
i. The Executive Committee of the HC-WDB will review applications and
determine a recommendation to the full HC-WDB. The HC-WDB will then vote
on an action of a formal nomination to be submitted for final approval by the
BOS.
3.
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3. Executive Committee and Officer Nominations
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a. The Executive Committee shall consist of eight- nine (98) seven (7) members of
the HC-WDB and include; Chair, Vice Chair, BOS seat, At-Large Business seat,
At-Large Higher Education seat, At-Large Labor seat and three (3)2 At-Large
General seats
b. Of the 4 fivethree (35) At-Large General Ggeneral seats, the Chair shall appoint
one member from the full WDB to serve on the Executive Committee.
c. The full HC-WDB shall also elect four fivefive (5) (54) three (3) At-Large
members of the Executive Committee, at least one of whom shall be a private
business member seat, and one being a representative of a higher education
institution that provides workforce education and training and one being a
representative of a labor agency. The representative of the labor agency will be
selected by the four HC-WDB labor representatives.
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d. All elected At-Large members shall serve for two (2) 2-year terms, commencing
on July 1st. Terms should be staggered in order to support continuity on the
Executive Committee.
e. The Chair and Vice Chair seats shall be filled by business representatives.
f. Chair and Vice Chair terms will commence on July 1 and end on June 30 of the
following calendar year.
g. A HC-WDB member maymay serve as Chair or Vice Chair for a period no
longer than two years.
h. The Chair elect and Vice Chair elect shall automatically have their membership
extended, if necessary, to coincide with their term in the Chair positions.
i. The Chair shall preside at all meetings of the full WDB and shall preform all
duties incidental to the office of Chair.
j. A lead Executive Committee member will be appointed by the Executive
Committee to create a nomination committee and shall include two at-large HCWDB members.
k. The Nomination Committee will present the slate of candidates for Executive
Committee positions, including the Chair and Vice Chair seats, at the final HCWDB meeting of the fiscal year and be included on the agenda. The HC-WDB
shall be notified of candidates 15 days prior to final WDB meeting of the fiscal
year.
l. Prior to voting the Chair will take nominations from the floor, a quorum must be
present to vote.
m. Officers are determined by a majority vote of eligible voting members of the
HC-WDB.

4.
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4. Term and Reappointments
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a. HC-WDB appointments and Executive Committee at-large positions will be for
a two-year term generally. Terms will start from the date of appointment by the
BOS and expire on June 30th the following year. During a member’s first twoyear term, June 30th may arrive prior to the end of the two-year period or go
beyond the two-year period, depending on appointment date. HC-WDB staff
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will put the term expiration date of June 30th as close as possible to match the
two-year period. In some cases, members may be terminated or reappointed
earlier than the full two years or beyond the full two years. Once a member is
reappointed, the term will be on the appropriate two-year term schedule.
b. At the conclusion of a member's term, the member's position shall be treated as
a vacancy, with the current member having the option to request consideration
for appointment to an additional term. Reappointment requests will be
considered along with any other nominations received for that vacancy.

5.
a.

b.

5. Vacancies
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a. General HC-WDB Vacancies
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i.

The HC-WDB or its Executive Committee will review membership
vacancies as they occur and assess associated needs with appointing a
replacement.

ii.

HC-WDB staff will report vacancies to the Humboldt County Clerk of
the Board on behalf of the BOS. The Clerk of the Board will publicly
post the vacancy on the public notice bulletin board located outside the
5th Street entrance of the Humboldt County Courthouse. The vacancy
will also be posted on the County of Humboldt, WDB website.

iii.

Vacant seats must be filled within 90 days.
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b. Officer Vacancies
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i.

In the event of a vacancy in the position of the Chair, the Vice Chair shall
assume the duties of the Chair. In the event of a vacancy in the position
of Vice Chair, the Business At-large member of the Executive Committee
shall assume the role of Vice Chair for the remainder of the term.

ii.

The Vice-Chair shall preside in the absence or vacancy of the Chair, and
perform such duties as delegated by the Chair

iii.

In the event of a vacancy of both the Chair and Vice Chair, the Business
At-Large elected member shall assume the duties of the Chair

iv.

In the event of a vacancy in a position of an At-Large Executive
Committee member, the Chair shall appoint a replacement to serve out

11
Humboldt County Workforce Development Board Bylaws 2020-2022

Formatted: Font: Times New Roman

the designated term of that position. The Chair has the option of
appointing members for different term lengths in order to achieve or
maintain staggering of terms
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6. Attendance
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Members shall attend meetings of the Humboldt Board and committees to which
they are appointed. The Executive Committee shall routinely review member
attendance at board and committee meetings. An excused absence shall be
recorded in the minutes when a member or designee notifies the Chair of the
Board and/or the Executive Director of the intended absence by 5 p.m. of the day
before the scheduled Board or Committee meeting indicating good and sufficient
reason for the absence, except that if the absence is due to illness occurring during
the 24 hour period, the absence shall be deemed excused if the Chair of the Board
and/or the Executive Director is notified of the illness prior to the roll call for the
meeting. Members of the Board must not miss more than three (3) consecutive
committee and full meetings of the Humboldt Board unless the absences are
excused or more than five (5) consecutive committee and full meetings even if
some or all of those absences are excused, except that the board may grant the
member a leave of absence upon prior request.
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6.

7. Terminations and Resignations

a.

a. Terminations may be a result of:
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i.

A member is not reappointed after completion of term

ii.

A member fails to attend three consecutive HC-WDB meetings. The
Executive Committee may reverse a termination due to absence by a vote
of two thirds

iii.

A member is unable to represent the categorical seat as appointed

i.

A member is not reappointed after completion of term.

ii.

A member’s violation of the Conflict of Interest Policy or laws or failure to
complete or declare applicable financial disclosers per Form 700.

iii.
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When the member ceases to be representative of the constituency for which
appointment was made.
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iv.

For the member’s failure to meet attendance requirements (See Attendance
Section).
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b.
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b. Resignation process:
i. Members must provide written notice of resignation to the HC-WDB Chair
and Executive Director
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ii. HC-WDB staff will notify the Humboldt County Board of Supervisors Clerk
of the Board, and the HC-WDB
7.
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8. Additional Membership Provisions
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a. Membership is by person, not position, including the mandated partners. Each
member must be vetted through the WDB application and approval process.

Formatted: Font: Times New Roman

b. Each member shall have equal voting privileges, with each seat representing one
vote.
c. Proxy votes by representatives or members are not allowed.
d. No member shall vote on any matter which:
i. Poses the appearance of a conflict of interest to that member or his/her
business or organization.
ii. Would financially benefit such member or his/her business or organization.
e. A member of the BOS shall have one vote at any HC-WDB meeting using the
designated BOS member or appointed BOS alternate. Annually, the BOS will
specify the designated BOS HC-WDB member and alternate. The BOS
appointed alternate is authorized to vote in the absence of the appointed BOS
HC-WDB member.
8.
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9. Procedures for Dealing with Conflicts of Interest
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a. If a member believes (s)he is in a potential conflict situation, (s)he should so
advise the Chair, refrain from any discussion on the matter involving the conflict
and register an abstention on any subsequent vote.
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b. Should the member participate in the discussion and/or vote on the matter, and
it is later determined that a conflict situation existed; any agreements resulting
from this involvement may be considered invalid. The HC-WDB Chair, whose
decision shall then be presented to the HC-WDB for further action, shall initially
make consideration of validity. Such action might include ratification of the
agreement under such conditions as would make the agreement valid.

ARTICLE V. STAFF
The HC-WDB receives Executive Director and other staff support from the County of
Humboldt County Administrative Office, Office of Economic Development. per the
Staffing Agreement.

ARTICLE VI. MEETINGS
1. Regular meetings (at least semi-annually) will be scheduled and announced at the
beginning of each fiscal year. Special meetings may be called at the discretion of
the Chair, as needed.
2. All meetings of the HC-WDB and its committees shall be called and held pursuant
to the provisions of the Ralph M. Brown Act (Gov. Code Section 54950 et seq.).
3. Agendas and minutes of regular and special HC-WDB meetings shall be provided
to members and, upon request, the public in a timely fashion.
4. Alternative technology such as telephone or video or digital conferencing, may be
used at HC-WDB board and committee meetings as permitted by the Brown Act.

ARTICLE VII. COUNCILS AND COMMITTEES
1. The HC-WDB shall have an Executive Committee, the membership of which shall
include the HC-WDB Chair and Vice-Chair; the Board of Supervisors member as
selected by the BOS; and four (4) at large members, per Article IV.C.1. One at large
member is appointed by the HC-WDB Chair. The remaining three at large members are
elected by the HC-WDB membership, at least one coming from the private sector and
one from the higher-education sector.
2. The Executive Committee shall act on behalf of the full board on all matters of necessity
between HC-WDB meetings. That authority shall include:
a. Analyzing information from standing and ad hoc committees and coordinating
their work.
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b. Setting agendas for HC-WDB meetings.
c. Authorizing the HC-WDB Chair to sign time-sensitive documents when full
HC-WDB approval is not feasible.
d. Reversal of automatic termination of HC-WDB member terms for administrative
purposes set forth in Article IV of these bylaws.
e. Participation on ad hoc committees and workgroups as needed.
3. Work of the HC-WDB as identified in the strategic plan shall engage HC-WDB
members through workgroups or ad-hoc committees, defined as follows:
a. The HC-WDB or Executive Committee designates a workgroup by (1) defining
a set of specific outcomes, (2) determining a specific timeframe for deliverables,
and (3) designating an Executive Committee member to participate on the
workgroup.
b. Staff organizes and facilitates workgroups. HC-WDB members may serve as
chair should the workgroup elect to have a chair to best accomplish the
outcomes.
c. HC-WDB members may Chair a workgroup, as best serves accomplishing the
charge of the workgroup.
d. Workgroups do not have formal membership requirements, though at least one
Executive Committee member participates on each workgroup. HC-WDB
members participate on a volunteer basis.
e. A maximum of three (3) workgroups may operate at any one time.
f. Workgroups shall report their results and recommendations to the Executive
Committee and/or the Full HC-WDB via members or staff.
g. Workgroups may meet at the call of the HC-WDB Chair or the committee Chair.
h. Work-group membership shall not constitute a majority of the membership of
the HC-WDB.
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ARTICLE VIII. ADOPTIONS AND AMENDMENTS
1. These bylaws are hereby adopted upon two-thirds (2/3) vote of the HC-WDB
membership present at a meeting at which this item has been noticed and a quorum
has been established.
2. These bylaws may be amended, in part or in whole, by two-thirds (2/3) vote of the
members present and voting at a regularly scheduled HC-WDB meeting, at which a
quorum has been established. Proposed additions and/or deletions to the bylaws
must be provided to members at least fifteen (15) days before the meeting at which
they are subject to vote.
3. Adoptions or amendments of these bylaws may be proposed by any voting HCWDB member. Such adoptions or amendments must be presented in writing.

ARTICLE IV. GENERAL PROVISIONS
1. The HC-WDB shall utilize Robert's Rules of Order as a framework to conduct its
business.
2. Nothing in these bylaws shall be construed to take precedence over federal, state or
local laws or regulations.
3. All HC-WDB policies will be voted upon at a regularly scheduled HC-WDB
meetings.
4. For purposes of these bylaws, “fiscal year” shall be defined as July 1 through June
30.
5. A simple majority of the members of the HC-WDB shall constitute a quorum.
6. These bylaws shall be reviewed and approved by the HC-WDB every two years in
alignment with the start of the calendar year.

HUMBOLDT COUNTY WORKFORCE DEVELOPMENT BOARD
By: _________________________________________ Date: _____________________
Dena McCullough, HC-WDB Chair
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ATTESTED
By: _________________________________________ Date: _____________________
Ryan Sharp, Clerk of the Board, County of Humboldt
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Attachment G

COUNTY OF HUMBOLDT
For the meeting of: 4/6/2021

File #: 21-362

To:

Board of Supervisors

From:

County Administrative Office

Agenda Section:

Departmental

SUBJECT:
Workforce Development and Workforce Investment Opportunity Act (WIOA) Funded Programs
RECOMMENDATION(S):
That the Board of Supervisors:
1. Direct the County Administrative Office (CAO) to study the county’s workforce development
efforts and the Humboldt County Workforce Development Board (WDB);
2. Report back to your Board with findings and recommendations;
3. Authorize the CAO to release a Request for Proposals (RFP) for workforce services related to
WIOA-funded programs;
4. Authorize and memorialize the agreement between the CAO’s Office of Economic
Development and the County of Humboldt Auditor-Controller to process SMART invoices
weekly through the end of SMART’s current contract terms;
5. Ratify the executed Humboldt County Local Area Designation and Local Board Recertification
state application for Program Year 2021-23; and
6. Authorize the Economic Development Division Director and the BOS-appointed representative
to the WDB, to sign and execute programmatic level state forms and documents specific to
WIOA-funded workforce programs and to the County of Humboldt’s Local Workforce Area.
SOURCE OF FUNDING:
1120-287 Economic Development-WIOA funds
DISCUSSION:
Workforce Innovation and Opportunity Act (WIO) and Workforce Development Board (WDB)
Background
The federal Workforce Investment Act (WIA) of 1998 (Public Law 105-220), and as later amended by
WIOA which was signed into law on July 22, 2014, was created to coordinate core programs and
federal investment to promote skills development and local programs designed to help job seekers
access employment, education, training, and support services. These programs develop the skills
necessary to succeed in the labor market and to match employers with the skilled workers they need to
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compete in the global economy.
WIOA services in a designated local workforce area (a geographic area comprised of single or multiple
units of general local governments that are designated by the Governor to receive funds to administer
WIOA Title I programs) may consist of programs related to Formula Fund Grants and also adult
education, family literacy programs, and vocational rehabilitation service programs which assist
eligible persons in overcoming barriers to employment. WIOA further authorizes programs for specific
vulnerable populations, including the Job Corps, Youth Build, Indian and Native Americans, Migrant
and Seasonal Farmworker, and other multistate projects administered by the Department of Labor
(DOL).
The WDB supports WIOA-funded workforce programs for the County of Humboldt as the appointed
body designated to coordinate Humboldt’s WIOA-funded programs and advise the Board on related
issues, along with its vendors like SMART and partners like The Job Market. These workforce
development programs have been a key component of Humboldt’s workforce-related services since
1999.
All members of the local WDB are appointed by your Board and are intended to represent many facets
of workforce development areas, including business, labor, public education, higher education,
economic development, youth activities, employment and training.
The WDB is subject to the Brown Act and meets regularly. Agendas are publicly available and
provided online through the county’s website. The WDB is currently staffed by the CAO-Office of
Economic Development, although a formal staffing and services agreement outlining the services and
support provided by the county to the WDB does not exist. Such agreements are commonplace in other
local workforce areas. In the past, the Department of Health & Human Services (DHHS) provided staff
support to the WDB.
SMART Discontinuing Local Workforce Services
SMART is a 501c3 non-profit, committed to helping job seekers find jobs, increase training and skills,
and increase earnings. Previously known as the Private Industry Council, the SMART Business
Resource Center has served Northern California communities for over 40 years. Each year, SMART
serves students, job seekers, schools, government agencies, and employers across northern California.
SMART is currently a county vendor contracted to provide workforce services related to the county’s
WIOA-funded programs. Professional service agreements for contracts with SMART are managed and
administered by the CAO’s Office of Economic Development. SMART also provides workforce
development services to the counties of Del Norte, Shasta, Siskiyou and Trinity.
On Oct. 22, 2020, SMART remitted a letter to staff, the WDB, and to Supervisors Virgina Bass and
Rex Bohn (the BOS appointees to the WDB at that time), expressing concerns about late payments
extending back to 2018. In its letter, S conveyed. “Since we began serving Humboldt on July 1, 2018,
16 of our 28 monthly payments have been remitted to us by the County more than 30 days after
COUNTY OF HUMBOLDT
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submitted. We have had to wait as long as 70 days for payment.”
On Jan. 26, 2021 staff made a presentation to the Board of Supervisors on workforce services
performed by SMART. The BOS authorizes staff to negotiate payment terms with SMART and to
return to the BOS within 90 days. During that meeting the Auditor Controller agreed to continue
making weekly payments to SMART during this 90-day period so long as the weekly payments were
for services already rendered and that SMART provided an itemized invoice for those billings.
On March 15, 2021, SMART submitted a letter to the county stating that they continued to experience
payment delays and would be discontinuing services with the county by June 30, 2021. SMART also
communicated that it would discontinue all services to the county by March 26 if outstanding invoices
were not paid. Outstanding invoices were paid on March 26.
Current services scheduled for discontinuation include:
• Adult and Dislocated Worker Career Services
• Title I Youth Formula Funds for the Eureka and Eel River Valley regions
• Rapid Response and Layoff Aversion Services
• National Dislocated Worker Services for 2018 National Health Emergency Phase II Opioid
Crisis
• National Dislocated Worker Services for COVID-19 Disaster Recovery
• America's Job Center of California Operator
• The Job Market website hosting and management
• The Job Market social media administration
• Staffing services to the County of Humboldt Office of Emergency Services
• Staffing services to County of Humboldt Public Health
In response to SMART’s letter staff had multiple phone conversations with county fiscal staff,
including a phone conversation with the Auditor-Controller, to resolve payment issues for SMART.
During this phone call the Auditor-Controller agreed to rush payment to SMART for outstanding
invoices and to work with Economic Development staff to enter and process weekly invoices directly.
Without SMART providing these services in Humboldt County, local job seekers will be without
critical job and training services needed to enter and remain in the workforce during perhaps the most
fragile economic period since at least the Great Recession in 2008.
Staffing
When the COVID-19 pandemic began in March, 2020, several key Economic Development staff
members, including its Division Director, were activated as Disaster Service Workers (DSW’s) to aid
the Office of Emergency Services (OES) Emergency Operations Center (EOC) and to support efforts
to mitigate the local and community-wide impacts. The DSW assignments heavily impacted Economic
Development’s ability to support its programs, including workforce development and WIOA-funded
programs, through May, 2020 when staff began transitioning back to normal operations, while
remaining focuses on continuity of government efforts and supporting critical COVID-related
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operations such as providing CARES Act relief and administering the Small Business Recovery and
Restart Grant Program.
Funding in the amount of $311,213.79 or 45% of total Economic Development Division staff budget is
allocated to staff WIOA programs. This amounts to 2.65 full-time equivalents. Limitations on
administrative expenditures and officing restrictions create constraints for staffing and make it
challenging to hire the number of personnel needed to meet both the demands of economic recovery
and WIOA funded workforce programs.
By July 2020, when Economic Development staff stopped tracking local COVID impacts, more than
two dozen local businesses had closed, over 2,500 local jobs had been lost, and the business
community reported losing more than $41 million in revenue. Those number have only grown over the
last 9 months. Needless to say, services from vendors like SMART are critical to helping the local
economy and workforce respond to the economic challenges of the pandemic.
Findings related to Humboldt County workforce efforts
While staff worked earnestly to resolve the payment issues outlined in SMART’s Oct. 22, 2020 letter,
staff also researched other county workforce programs that received support from SMART.
Staff has also received feedback about challenges facing Humboldt County’s workforce programs.
These findings and challenges included:
· The cost of administering workforce programs in Humboldt County might be higher than that of
nearby regional workforce consortiums like the Northern Rural Training and Employment
Consortium (NoRTEC) or The Workforce Alliance of the North Bay (WANB).
· Staffing shortfalls and personnel challenges have affected the level of services and staff support
provided to the WDB and to workforce programs.
· Due to the structuring of Humboldt’s local workforce area and its WDB, the efficacy
Humboldt’s workforce programs might be lower than that of nearby counties who have merged
with regional workforce consortiums.
· WIOA driven and funded workforce programs are tied to federally established initiatives and
priorities which do not always align with the actual labor and/or workforce needs of Humboldt
County.
· Economic Development staff do not have capacity to pursue labor initiatives for rural
communities (such as United States Department of Agriculture and Community Development
Block Grant funding) that are not related to WIOA or federal workforce development efforts.
· County resources are stretched and limited due to the deployment of staff resources divided
between traditional programmatic work, economic relief programmatic work, and on
programmatic work which is intrinsically tied to Humboldt’s post-COVID economic recovery.
During this same period, staff have been engaged in discussions with state workforce partners and with
the county’s assigned State Workforce Regional Advisor to discuss challenges and opportunities for
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changes and/or improvements to the county’s WIOA-funded workforce programs.
Therefore, given the above-described circumstances, staff recommends that your Board direct the CAO
to study the county’s workforce efforts and WDB and report back to your Board with findings and
recommendations for future of the program.
Such options could include:
· Modifying Humboldt County’s Local Workforce Area to allow for a merger with another
regional joint powers agency or workforce consortium such as NoRTEC or WANB; and/or
· Separating the WDB from the county to become an independent non-profit (501c3) entity;
and/or
· Transfer of workforce programs and services to the Department of Health and Human Services;
and/or
· Creating a comprehensive staffing and services agreement between the county and the WDB to
better define staff roles, responsibilities and staff services provided to the WDB by the county;
and/or
· Establishing a local labor committee or task force in place of the WDB to inform and advise the
BOS on local workforce and labor issues (if merging with another regional joint powers agency
were to occur).
Staff also recommends that your Board:
· Authorize staff to release a RFP for workforce services.
· Authorize and memorialize the agreement between the CAO’s Office of Economic
Development and the County of Humboldt Auditor Controller to process SMART invoices
weekly until and through the end of SMART’s contract term.
· Ratify the executed Humboldt County Local Area Designation and Local Board Recertification
state application for Program Year 2021-23.
· Authorize the Economic Development Division Director and the BOS appointed representative
to the WDB, to sign and execute programmatic level state forms and documents specific to
WIOA-funded workforce programs and to the County of Humboldt’s Local Workforce Area.
· Direct staff to return by May 24, 2021 to provide an update and report to the Humboldt County
Board of Supervisors on its findings its analyses regarding the above.
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FINANCIAL IMPACT:
For the period ending Dec. 31, 2020 the balance of WIOA-funded workforce programs in Humboldt
County was $3,083,290. These workforce programs are grant funded through federal funds which are
received from the State. Because these are grant funded programs, there is no net change to the
General Fund for the exploration of the aforementioned options which have been recommended by
staff. Initial examination from staff have discovered that merging with a regional joint powers agency
or workforce consortium may result in a 1% to 4% savings on administrative costs for those programs.
More examination of this savings is needed. The State, by and through its Regional Advisor from the
State Employment Development Division, has also communicated to staff that a continuation of
workforce challenges and payment delays in Humboldt County may jeopardize the pool of WIOA
funding which the State receives from the Federal Government.
STRATEGIC FRAMEWORK:
This action supports your Board’s Strategic Framework by supporting business, workforce
development and creation of private-sector jobs .
OTHER AGENCY INVOLVEMENT:
SMART Business Resource Center, County of Humboldt DHHS, College of the Redwoods, Redwood
Community Action Agency, Sequoia Personnel Services, North Coast Small Business Development
Center, State of California Employment Development Division, California Department of
Rehabilitation, Humboldt County Workforce Development Board, North Coast Indian Development
Council, McKinleyville Family Resource Center, Dreamquest, Mattole Restoration Council, and
Humboldt County Office of Education.
ALTERNATIVES TO STAFF RECOMMENDATIONS:
Board discretion.
ATTACHMENTS:
Smart Cease of Services Notification
EcDev Jan 26th, 2021 BOS SMART Item SA V2
HWB Smart Letter Re Invoicing and Payments 102220
(HUM) Local Area Designation_3.30.2021
PREVIOUS ACTION/REFERRAL:
Board Order No.: N/A
Meeting of: 1/26/21, 10/20/20, 8/20/19, 6/25/19, 7/9/19, 7/24/18
File No.: 20-1565, 20-1372, 19-1139, 19-933, 19-932, 19-866, 19-814, 18-932
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