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I. GENERAL INSTRUCTIONS

Each state that receives an allotment under WIA section127 (youth activities) or

section132 (adult and dislocated worker activities) of the Workforce Investment Act of 1998 must prepare and submit an Annual Report to the Secretary in accordance with WIA sections 136(d)(1) and 185(d).

The Department of Labor, in consultation with states and other partners, has developed a strategy for the Annual Report that is designed to meet these requirements but that also provides states the flexibility to showcase their unique programs, strategies and accomplishments. The Annual Report will emulate the Private Sector’s Report to Stockholders.  Just as a Report to Stockholders presents a company portrait painted in a particular style of the corporate culture, states are encouraged to design their Annual Reports to stakeholders in a manner that makes extensive use of graphics and other communication devices so that the report highlights the programs in the most advantageous manner to all stakeholders, including Congress, Governors, state legislators, workforce investment boards and the public. For example, states may want to include success stories that focus attention on successful programming for participants, employers and communities.  States may also consider including messages from the Governor, information about State Workforce Investment Board members, market analysis, strategies for improvement, and analysis of programs’ effects on major industries in the reports.  

There is great flexibility in the contents of the annual report narrative, but there are three sets of information that are required elements for each states’ annual report, as described in WIA section 136:

1) Performance data on the core and customer satisfaction measures, including progress of local areas in the state in achieving local performance measures; 

2) Information on the status of state evaluation activities; and 

3) Information on the cost of workforce investment activities relative to the effect of the activities on the performance of participants. 

More information on these requirements is provided in Section III below.  States should be aware that the Secretary utilizes the Annual Reports to fulfill the requirement to disseminate state-by-state comparisons of the information (WIA section 136(d)(3)(B)).  Additionally, this information is used to determine states’ eligibility for incentive grants (WIA section 503) or to sanction states per WIA section 136(g).   

Performance data reported in the WIA Annual Report must be comprised of information provided by each state from their individual Workforce Investment Act Standardized Record Data (WIASRD) files through matching client information with the employment outcome information obtained from Unemployment Insurance (UI) and other administrative wage records or from other supplemental data sources.  Therefore, ETA requires that performance information received from states on the WIA Annual Report be based upon the submission of WIASRD files (Sec. 136(f) and 185).  The WIA Annual Report must be complete and accurate (WIA Section 185 (29 USC 2935).

II. COVERED PROGRAMS

The WIA Annual Report will cover participants who receive services financially assisted by formula or statewide reserve funds under the following ETA programs:  

· WIA Adult Program
· WIA Dislocated Worker Program
· WIA Youth Program
Performance information about participants who receive services financially assisted by National Emergency Grants will not be included, since this information will be obtained through the WIA Quarterly Report (ETA 9090).  Statewide activities that are included in the Annual Report are those statewide activities that involve the enrollment of individuals eligible to receive WIA Title I-B services (e.g., adult, dislocated worker, or youth).  Conversely, if state or local activities do not involve the enrollment of individuals to receive services, performance information is not included in the WIA Annual Report.  Examples of such exceptions include activities where (a) the state is conducting a statewide activity that does not involve direct services (e.g., research or evaluation), or (b) the statewide activity is structured to provide services that are highly specialized, such as in a pilot or demonstration activity (e.g., incumbent worker training, project for chemically dependent TANF recipients).       

III. ANNUAL REPORT SPECIFICATIONS

The Annual Report reflects performance outcome information that becomes available by the time the Annual Report for the program year is due to ETA.  Appendix A explains the applicable time periods that states should use when preparing performance information for the WIA Annual Report.  The reporting format for the WIA Annual Report can be found under Appendix B.  Performance information received from the States on Tables B through M (excluding program participant counts and exiter counts of self-service participants) of the WIA Annual Report must be based on the annual submission of individual WIASRD files. 

At a minimum, the Annual Report must be submitted in accordance with the following guidelines:

· Indicate the name of your state and the date on which the Annual Report was submitted electronically to ETA or its designated contractor.

· On the electronic version of the report, include the name and title of the authorized official of the governor responsible for certifying that the data submitted is complete and accurate.

I. NARRATIVE SECTION

A. This portion of the narrative is a discussion of the cost of workforce investment activities relative to the effect of the activities on the performance of the participants as required in WIA section 136(d)(2)(C).  In addressing this item, states may want to include information from their strategic plans that highlight innovative service delivery strategies, including program activities that support high growth/high demand industries, the outcomes expected from these activities as well as the actual outcomes for their major customer segments. States may indicate actual federal outlays for these selected activities, if the information is available.
States must explain how the allocation of resources for adults, dislocated workers, and youth activities affected the outcomes. For adults and dislocated workers the activities that states may wish to address is core, intensive and training services. For youth, states should include information about front-end costs (e.g., intake, assessment and case management) and aggregated direct service costs for the ten youth program elements described in WIA section 129(c) (2).

B. This portion of the narrative is a description of state evaluations of workforce investment activities (if any) is required by WIA section136(d)(1), including:

· The questions the evaluation will/did address;

· A description of the evaluation's methodology; and

· Information about the timing of feedback and deliverables.

The required state evaluations of workforce investment activities are described in WIA section 136(e) and include evaluation studies of workforce investment activities conducted under WIA title I-B to establish, implement, and use methods for continuous improvement in the efficiency and effectiveness of the statewide workforce investment system in improving employability for job seekers and competitiveness for employers.

II. TABLE SECTION

The reporting format and specifications for preparing performance calculations for tables A through O of the WIA Annual Report can be found under Appendix B and Appendix C.   States do not need to separately report the performance information submitted online within the body of the Annual Report narratives. 
Special Instruction: The youth common measures contained within Table H.1 are for reporting purposes only.  States will neither establish negotiated performance levels nor be held accountable through the WIA incentive and sanction process until the current statute is reauthorized.  States should place a “N/A” for each measure under the Negotiated Performance Levels column in Table H.1. until further guidance is issued by the Department.

IV. DUE DATE

The report is due no later than October 1st following the end of each Program Year (July – June).  The following table shows the expected due dates for the WIA Annual Report for the next three Program Years.

	Program Year
	Due Dates

	PY 2005
	October 1st, 2006

	PY 2006
	October 1st, 2007

	PY 2007
	October 1st, 2008


Should the due date of the report fall on a Saturday or Sunday, the annual report is due the Friday before.

V. SUBMISSION PROCEDURES

Information contained on the WIA Annual Report must be submitted directly to ETA’s Enterprise Business Support System (EBSS) (formerly called the Enterprise Information Management System (EIMS)) via technical instructions available through the appropriate Regional Office or the ETA performance website (www.doleta.gov/performance).  ETA intends to provide Congress with a copy of the Annual Report submitted by each state and publish each state’s report on its Web site (www.doleta.gov/performance).  Therefore, states must also provide ETA with a computerized copy of the report in a format usable for inclusion on ETA’s Web site. Acceptable formats include WordPerfect, Microsoft Word, Acrobat, and other commonly used formats.

States must complete the Report Validation report prior to submitting the WIA Annual Report (WIA Section 185, 29 USC 2935).

APPENDIX A

Time Periods for Reporting Performance Information 

WIA Annual Report

[image: image1.png]Time Periods to Be Reported

Annual Report Annual Report Annual Report
PY 2005 PY 2006 PY 2007
Due Dates 1-0ct06 1-0ct07 1-0ct08
Total Participants 7/1105 to B/30/06 7/1106 to B30/07 7/107 to BE0/0B
Total Exiters 4/1105 to 331/06 4/1106 to 3531/07 4/107 to 331/08
Employer Customer Satisfaction 10510 126105 | 1//0Bto 126106 | 1/1/07 to 12631407
Participant Customer Satisfaction 110510 1268105 | 1/1/06to 126106 | 1/1/07 to 1263107
[Adult and Dislocated Worker Performance Measures
Entered Emplayment Rate 10/D4t0 93005 | /D510 9E006 | 10/1/D6 to HE007
Ermployment Retention Rate 4/1104 to 331105 4/1105 o 331/06 471106 to 331707
Six Months Earnings Increase 4/1104 to 331105 4/1105 o 331/06 471106 to 331707
Employment and Credential Rates 10/D4t0 93005 | /D510 9E006 | 10/1/D6 to HE007

[Youth (14 -21) Performance Measures
Placerment in Emplayment or

01041098005 | 1010510 900G | 10/1/06 to 93007
Education

[Attainment of Degree or Certficate 0104 1093005 | 10/1/05 10 93006 | 10/1/06 to 93007
teracy and Numeracy Gains Partial Data Available | 7/1105 to B/30/06 711106 to /3007

State Reporting Option #1

Literacy and Numeracy Gains
State Reporting Option #2
‘Additional Notes

(1) Indicates the reporting schedule for states that begin implementing the Literacy and Nurneracy Gains cormmon
easure on July 1, 2005. Only partial data will be available on the Annual Report for youth who begin participation in the
program during PY2005, and full annual reporting on this youth participant cohortwill ot be expected until PY2008.

Partial Data Available ®|  7/1/06 to 6/30/07

(2) Indicates the reporting schedule for states that begin implementing the Literacy and Numeracy Gains common
measure on July 1, 2006. Only partial data will be available on the Annual Report for youth who begin partcipation in the
program during PY2006, and full annual reporting on this youth partcipant cohortwill ot be expected until PY2007.
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Annual Report

Annual Report

Due Dates

PY 2005

1-0ct06

PY 2006
1-0ct07

PY 2007
1-0ct08

Older Youth (19 - 21) Performance Measures

Entered Emplayment Rate

10/1104 to 93005

10/1105 to 93006

10/1106 to 93007

Employment Retention Rate

471104 to 3731105

471105 to 3731106

471106 to 3731107

Six Months Earnings Increase

471104 to 3731105

471105 to 3731106

471106 to 3731107

Credential Rate

10/1104 to 93005

10/1105 to 93006

10/1106 to 93007

[Younger Youth (14 -16) Performance

Weasures

Skill Attainment Rate

471105 to 3731106

471106 to 373107

41107 to 3731108

Youth Diplorma or Equivalent Rate

471105 to 3731106

471106 to 3731107

41107 to 3731108

Retention Rate

471104 to 3731105

471105 to 3731106

471106 to 3731107

A

nal Performance Measures (Adults, Dislocated Workers, Older Youth)

12-Month Employment Retention Rate

1/1104 to 12/31/04

1/1105 to 12/31/05

1/1106 to 12/31/06

12-Month Earmings Increase or
Eartings Replacement

1/1106 to 12/31/06

1/1106 to 12/31/06

1/1106 to 12/31/06

Nor-Traditional Ermployment

10/1104 to 93005

10/1105 to 93006

10/1106 to 93007

[wiages at Entry to Employment

10/1104 to 93005

10/1105 to 93006

10/1106 to 93007

[Training-Related Employment

10/1104 to 93005

10/1105 to 93006

10/1106 to 93007
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