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Workforce Services Policy One-Stop Certification Southwest LWDB - WIOA (17-13) 
 
 
Subject: 
 
One-Stop Certification 
 
 
Purpose: 
 
The purpose of this policy memorandum is to provide SOUTHWEST LWDB with procedures and guidance on the 
implementation of the One-Stop Certification Process.  This guidance applies to all American Job Centers, both 
comprehensive and affiliate, supported by the Workforce Innovation and Opportunity Act (WIOA) Title I-B funds to train 
adults and dislocated workers, including those with disabilities. 
 
 
References:  WIOA Section 121(g)(2); TEGL 04-15; 20 CFR 678.800; Workforce Services Policy – One-Stop Certification 
TN-WIOA (16-3)  
 
 
Background:  The Tennessee Department of Labor and Workforce Development issued Workforce Services Policy – One-
Stop Certification TN-WIOA (16-3) effective October 18, 2016.  This policy provides criteria for One-Stop Centers as well 
as information and procedures for implementing the One-Stop Certification Process requirements stipulated in WIOA. 
 
Training and Employment Guidance Letter (TEGL) 16-16, One-Stop Operations Guidance for the American Job Center 
Network in accordance with WIOA Section 121(g), explains the requirements for determining One-Stop Center 
Certification in order to utilize WIOA Title I infrastructure funds. 
 
Training and Employment Guidance Letter (TEGL) 4-15 Vision for the One-Stop Delivery System under the Workforce 
Innovation and Opportunity Act, Action Requested Section # 7 states:  “As WIOA core programs and partners at the state 
and local level implement WIOA in program year 2015, the Departments encourage states to adopt this vision and build 
it into the policies and procedures related to the management of the one-stop delivery system.  This includes developing 
regional and local strategic plans; establishing certification criteria for one-stop centers and the one-stop delivery 
system; examining the state, regional, and local footprint of one-stop centers; conducting competitions for selecting 
one-stop center operators; developing the local MOU; and updating other one-stop center policies and procedures.” 
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Policy:   
 
It is the policy of SOUTHWEST Tennessee Workforce Development Board that the principles and procedures set forth in 
this policy as action steps listed below will be adhered in preparing for certification in each American Job Center located 
in SOUTHWEST LWDA.   
 
 
Action: 
 

I. Criteria 
 

A. One-Stop Design 
• Functional and Programmatic Integration 
• Accessibility 
• Partnership 

o Cross Partner Alignment of Career and Training Services 
• Employer Engagement 

o Business Services and Communication 
• Human Capital 

o Professional Development Investments 
� Opportunities for Advancement 

o Continuity across Partners 
� Shared Systems and Warm Handoffs 

o Functional Alignment 
� Streamline Intake, Case Management, Follow-Up 

o Credentials and Re-Certifications 
� Intellectual Property 

o Branding and Shared Outreach 
 
 

B. Infrastructure 
• Identification of Shared Costs (including non-personnel) 

o One-Stop Sites and Co-Location 
o Shared Services Costs 
o Equitable Infrastructure Costs (Services) 

• Documentation of Infrastructure Costs 
o Proportionate Infrastructure Payments 
o Facilities Costs (Rent, Utilities, Maintenance, etc.) 
o Equipment Costs 
o Approved Budget(s) 

• Program and Fiscal Compliance 
o Fiscal Policy 
o Fiscal Transparency and Efficiency 
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C. Performance Accountability 
• Cost-Per and Market Penetration Ratios 
• Community Cost/Benefit, Earnings, and Spending 
• In-Demand Skills 

o Labor Market Penetration and Placements 
• Continuous Improvement 

o Cycle Time Reductions and Negotiations 
• Technology Alignment with Core Partners 

 
III. AJC Certification Steps 

 
A. Self-Assessment (Attachment A) 

A pre-application phase is initiated in which a self-assessment was conducted against the certification 
criteria.  All system partners are engaged in this self-assessment phase creating an opportunity to 
engage in meaningful discussion and exchange, thus serving as a learning activity for system partners.  
Partners will map out system services and resources and identify any areas of duplication and 
inefficiency.  Self-assessment results will serve as the basis for SOUTHWEST LWDB’s corrective action 
and continuous improvement planning. 
 

B. Notice of Intent to Apply (Attachment B) 
After completion of the self-assessment, the Notice of Intent to Apply will be submitted to the State 
Workforce Development Board (SWDB).  The SWDB will assemble team members to comprise the 
Certification Review Team. 
 

C. Certification Application (Attachment C) 
All AJC partners will work collaboratively to develop certification application package.  SOUTHWEST 
LWDB staff will request a certification application review by submitting the following to the Workforce 
Services Division, TN Department of Labor and Workforce Development: 
• A complete Notice of Intent to Apply, jointly signed by the lead CEO and the membership of the 

Regional Planning Council; 
• An assessment of the region, including the sector strategies for the region, the workforce 

development needs of the key employers (or a plan to identify them) and a plan for how the system 
will address those identified needs for the following two-year period; 

• A completed WIOA Certification Application; 
• A Memorandum of Understanding (MOU) signed by all partners; 
• The complete results of the pre-certification self-assessment, including relevant discussion of how 

any deficiencies identified during the initial Self-Assessment have been addressed. 
 

D. Application Review 
Workforce Services Division (WFS) Certification Review Team will review the application submitted for 
thoroughness and completeness.  The team will request any additional information necessary in order 
to make a decision from SOUTHWEST LWDB.   
 

E. Review and Certification Recommendation 
• A desk review (based on SOUTHWEST LWDB’s application package) will be conducted by the 

Certification Review Team. 
• The Certification Review Team will conduct an on-site visit to each American Job Center and 

complete a certification recommendation report.  The on-site visit will consist of the following: 
o A walk-through of the various parts of the American Job Center, as a customer might 

experience the service delivery flow and referrals; 
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o Interviews with system staff, including all partners (personnel from the management level 

to the front-line service delivery level); 
o Interviews with a sample of employer and job-seeker customers; 
o A review of general materials (i.e.:  outreach and orientation materials, media, and 

activities; workshop and meeting offerings; and system and Center calendars, as 
appropriate); 

o A review of facilities, layout, and infrastructure, with a goal of customer accessibility and 
customer flow; and 

o Any additional on-site information needed to validate status against the certification 
standards (i.e.:  review of system governance policies and practices, training and 
professional development plans and activities, customer feedback mechanisms, etc.) 

• Certification reviewer(s) will meet immediately following on-site review to make a determination 
regarding certification of the AJC. 

• Certification reviewer(s) will conduct a debrief/exit interview with key system management and 
staff to share her/her findings and preliminary recommendations, either in person or virtually, as 
quickly as possible following the on-site visit. 

• Should additional information be needed or follow-up questions need answering, a reviewer will 
contact SOUTHWEST LWDB staff by phone or email as quickly as possible following the on-site visit. 

• Certification reviewer(s) will collaboratively prepare a formal written recommendation immediately 
following the system on-site visit and submit that recommendation simultaneously to both the 
SWDB and LWDB.  Should the AJC not meet the requirements for certification, the notification will 
include detailed and specific recommendations for improvement and technical assistance. 

• SWDB will be responsible for considering the Certification Review Team’s recommendations at its 
next meeting.  If the SWDB decides to recommend certification to the Governor, the decision will be 
shared with the WFS for its action during the SWDB meeting. 

• A formal, written decision will be shared with SOUTHWEST LWDB within 15 days following the 
SWDB meeting. 

 
F. Certification Approval Agreement 

Once certification has been awarded for all American Job Centers located in SOUTHWEST LWDA, 
SOUTHWEST LWDB will enter into a “Certification Approval Agreement” with each certified One-Stop 
Operator for the area.  This agreement includes the following: 
• Parties to the agreement 
• Duration of agreement 
• Definition of Roles/Responsibilities of Each Party 
• Mission and Vision of Local System 
• Maximum Liability 
• Performance Standards/Outcomes 
• Breach of Contract 
• Modification of Agreement 
• Process of Re-Certification 
This Agreement will be reviewed and updated as necessary during the course of the agreement period. 
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G. Review Process of Certification Denial 
Should any American Job Center in SOUTHWEST LWDA be denied certification, SOUTHWEST LWDB will 
re-apply for certification within 30 days by submitting a revised application and action plan detailing 
corrective steps in order to achieve certification. 
 
 

Contact:  
Questions regarding this policy should be addressed to Dr. Gary Damon, Jr., SOUTHWEST LWDB Director, at SWHRA, 
1527 White Avenue, P.O. Box 264, Henderson, TN  38340.  Phone: (731) 983-3688.  Email:  gdamonjr@swhra.org. 
 
 
Attachments: 
 
Attachment A – Self-Assessment 
Attachment B – Notice of Intent to Apply 
Attachment C – Tennessee One-Stop Certification Application 
 
 
 
 
 
 
_____________________________________________     
Ben Ferguson, Board Chairman      
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