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BEFORE ON-SITE VISIT

· Receive and review contents of electronic application packet from LWIB (may request hard copy); make notes for discussion with team
· Meet with fellow review team members to review/discuss application packet as a team 
· Identify 5 measures to audit during on-site visit (minimum of 1 from each section of application: Employer Services/Job Seeker Services/Center Management)
· Designate a team lead to contact Center and schedule on-site visit (giving at least two weeks’ notice)
· Develop team plan for on-site visit (Review all together? Divide and conquer?)

DURING ON-SITE VISIT

· Meet with Center’s certification team for introduction to Center; address any questions related to application packet
· Tour Center
· Observe customer flow
· Observe facility condition and usage
· Talk with partners and customers
· Complete on-site checklist
· Conduct audit of measures identified for on-site audit
· Share findings with Center’s certification team and ask any follow-up questions
· Where possible, allow opportunity for certification team to address any areas of deficiency before concluding visit 

AFTER ON-SITE VISIT

· Meet with fellow Review Team members to compile findings, complete Review Team sections of application/review form and prepare final recommendation
· Identify any Center activities/actions that the Review Team would like to recommend as best practice by completing and submitting the Best Practices Recommendation form 
· Submit final recommendation to LWIB
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