
Required Career Services for the WIOA Title I-B Adult, Dislocated 

Worker and Youth Programs
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Registration In AJC

A registration in AJC occurs when an Adult or Dislocated Worker (DW) 

creates an account that includes complete data demographics and work 

history. 

• Under WIOA, there is no partial registration or “basic” registrations. 

• Documentation of eligibility requirements or verification of income is not 

required for registration
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Registration Requirements

Registration in AJC must occur when an Adult, DW, or Youth has taken action that 

demonstrates an intent to use program services and who meets specific reporting criteria 

for the program, including Adults, DWs, and Youth who:

1. Provide identifying info; 

2. Use the self-service system; 

a. The self-service system includes Adults, DWs and Youth who independently 

access any workforce development system program’s information either in a 

physical location, such as at a ARIZONA@WORK Job Center Resource Room 

or partner agency or remotely via use of electronic technologies.

b. Virtual services that provide a level of service beyond independent job search or 

information seeking on the part of an Adult, DW would qualify as not self service.

3. Receive informational-only services. 
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Informational-Only Services 

Informational Services includes providing readily available information that does 

not require an assessment by a staff member of skills, education, and career 

objective. 

Examples: 

1.Labor Market Information; 

2.The Unemployment Rate;

3.Information on businesses that are hiring or reducing their workforce;

4.Information on high growth industries; and 

5.Referrals other than referrals to employment.

See AJC Service Dictionary for Informational-Only Services Provided by the

WIOA Title I-B Adult, DW or Youth.
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Enrollment Requirements

• Enrollment in the WIOA Title I-B Adult, DW, or Youth Program must occur 

when individual receives any services beyond simply providing information 

from a WIOA Title I-B staff member.

• This includes staff-assisted basic career services, individualized career 

services and training services for the WIOA Title I-B Adult and DW 

Programs. 

• The program enrollment will depend on how questions are answered in 

the AJC system and the participant’s eligibility.  See the WIOA Title I-B 

Adult, DW and Youth Policies. 
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Enrollment Approval Requirements

• Staff must not delay registration or enrollment in the AJC system until 

individualized career services or training services are provided or

deemed necessary. 

• Enrollments are pending in the AJC system until they are approved by the 

designated Local Workforce Development Area (LWDA) staff. 

• For individuals who receive a staff-assisted service, other than a 

informational-only service, the approval of the enrollment is also required. 

• Pending enrollments must be approved promptly and accurately to ensure

expediency of services.
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Verification of Eligibility

• Approval of the Enrollment in the AJC system, is not the same as the approval for 

individualized career services and training services. 

• LWDA staff must verify program eligibility, including income prior to providing 

individualized career services and training services. 

• Verification of eligibility or income is not required for Basic Career Services.
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Training Services Eligibility

• Eligibility for Training Services for the WIOA Title I-B Adult and DW Programs is a 

separate approval process from the approval of the enrollment. 

• Eligibility requirements for Training Services are included in the WIOA 

Title I-B Training Services Policy, Section 502.

• The supervisor does not have to take action in AJC to approve training services.

This approval occurs outside of AJC, is based on local procedures.
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Data Entry Requirements

• All services provided to WIOA Title I-B Adult, DW and Youth participants must 

be added to the S & T plan in AJC promptly and accurately. 

• This includes the eligibility determination and follow-up services.

• All transactions relating to the WIOA Title I-B Adult, DW and Youth Programs 

must be entered and updated in the AJC System promptly and accurately.
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Exit Requirements

• Individual Service Strategies (ISS), Individual Employment Plan (IEP), and 

Career Planning must not have an end date later than the other planned 

services. 

• When all planned services have ended,  the IEP, ISS and career planning must 

end on the same date as the last planned service.

• When the IEP, ISS, or career planning extends beyond the planned services, 

and the case closes based on the end date of the IEP, ISS, or career planning, 

this creates an unsubstantiated exit date. 
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WIOA Title I-B Youth Program Required Services

The following services must be added to the S & T Plan in AJC:

• Eligibility Determination;

• Objective Assessment;

• Development of Individual Service Strategy; 

• One of the 14 program elements;

• Career planning; and

• Follow-up services.

Career Planning must be added after the program element is added to 

the S & T plan 
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WIOA Title I-B Adult and DW Programs Required 

Career Services

The following services must be added to the S & T Plan in AJC as follows:

• Eligibility Determination, if the participant received individualized career or 

training services;

• At a minimum,  an interview,  Initial Assessment, Comprehensive 

Assessment, or other service, as determined by the LWDB, that is used to 

gather information to make an eligibility determination, if the individual 

received training services;

• Career planning, if the participant received individualized career services or 

training services; and

• Follow-up services, if the participant exited the WIOA Title I-B Adult or DW 

Program, and entered into unsubsidized employment.
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Eligible Training Provider Annual Performance Reports

• The Workforce Innovation and Opportunity Act requires training providers to submit an annual 

performance report for each training program listed on the Eligible Training Provider List. 

Performance data, includes the performance accountability measures for all training program 

participants (WIOA Title I-B funds participants and all other students who participate in the 

training program). The first ETP Annual Performance Reports are due October 2019.

• AJC now calculates each training program’s performance.  The ETP Performance Report is 

found in the AJC system under Reporting, WIOA Reports, Performance Reports. The ETP 

Performance Report is at the top of the list. 

• For the ETP Performance Report to accurately calculate a training program’s performance based 

on the employment outcomes/ credential attainment of WIOA Title I-B participants, all training 

services listed on the ETPL must be added to the S & T plan in AJC using the Add Training 

button.  This links the participant to the training program in AJC, using

the system generated Training Agent ID. 
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Adding Training to the S & T Plan in AJC, Step 1

1. From the S & T plan, 

click on “Add Service” 
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2. Click on Training 

Providers

Adding Training to the S & T Plan in AJC, Step 2
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3. Search for training 

provider, using any of 

the search criteria 

boxes. Check the WIOA 

Approved box. Select 

Search.

Adding Training to the S & T Plan in AJC, Step 3
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Adding Training to the S & T Plan in AJC, Step 4

4. Select the training provider

from the list. 
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Adding Training to the S & T Plan in AJC, Step 5

5. Select Programs 

at the top of the 

screen. 
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Adding Training to the S & T Plan in AJC, Step 6

6. Select the training 

program the participant is 

interested in from the list.  
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Adding Training to the S & T Plan in AJC, Step 7

7. Scroll to the 

bottom of the 

Program 

Description page
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Adding Training to the S & T Plan in AJC, Step 8

8. Select Add to 

Training Plan at the 

bottom of the 

screen. 
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Resources

TEGL 21-16 Third Workforce Innovation and Opportunity Act (WIOA) Title Youth Formula Program 

Guidance https://wdr.doleta.gov/directives/corr_doc.cfm?docn=7159

TEGL 19-16 Guidance on Services provided through the Adult and Dislocated Worker Programs 

under the Workforce Innovation and Opportunity Act (WIOA) and the Wagner-Peyser Act Employment 

Service (ES), as amended by title III of WIOA, and for Implementation of the WIOA Final Rules 

https://wdr.doleta.gov/directives/corr_doc.cfm?docn=3851

DES WIOA Title I-B Policy and Procedure Manual https://des.az.gov/services/employment/workforce-

innovation-opportunity-act/policy-and-procedure-manual-workforce See

Section 100 -WIOA Title I-B Adult and Dislocated Worker

Section 200 -Title I-B Youth Program  

Section 500 - WIOA Title I-B  Training Services 

https://wdr.doleta.gov/directives/corr_doc.cfm?docn=7159
https://wdr.doleta.gov/directives/corr_doc.cfm?docn=3851
https://des.az.gov/services/employment/workforce-innovation-opportunity-act/policy-and-procedure-manual-workforce
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Moriah Robles

Workforce Technical 

Assistance Coordinator

moriahrobles@azdes.gov

602-771-1310 

WIOA Title I-B Programs Policy Questions and Technical Assistance 

Requests: WIOAQandA@azdes.gov
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