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Purpose: To transmit state policy and guidance regarding developing, reviewing, and distributing new and updated policies for workforce development programs administered by the Kansas Department of Commerce  

Reference: None.

Background:  This document applies to all workforce development policies previously contained in the Employment and Training Policies and Procedures Manual (through the Kansas Department of Human Resources) as well as new workforce development policies issued by the Kansas Department of Commerce. 

Action:  The procedures described in this document should be made available to all associates responsible for workforce development programs administered by the Kansas Department of Commerce.

Contact: Questions should be directed to Celia Vega, (785) 296-0607, TTY (Hearing Impaired): (785) 296-3487, e-mail cvega@kansascommerce.com. 

Attachment: None.
Workforce Development
Policies and Procedures Manual
The following procedures will be abided by to review, approve, and distribute updated workforce development policies previously contained in the Employment and Training Policies and Procedures Manual (through the Kansas Department of Human Resources) as well as new workforce development policies issued by the Kansas Department of Commerce. 

1. The author of the policy sends the draft policy by e-mail to Celia Vega at cvega@kansascommerce.com.  The draft policy must include a cover sheet similar to the cover sheet of this policy, and all Commerce standards for written material must be followed.

2. Most often, the draft policy is distributed for review and comment for a period of at least 10 business days.  At the discretion of the Deputy Secretary of Workforce Development, a policy may be released as final without being circulated for review and comment.

3. It is the responsibility of the policy author to resolve all comments.  If the comments cannot be resolved, the policy author should seek assistance from an appropriate director or supervisor to mediate the impasse.

4. The Deputy Secretary of Workforce Development authorizes release of the final policy.  The final policy is posted on the Kansas Department of Commerce Web site and interested parties are notified.

� Policies must be written and organized in such a way as to be easily understood by a wide range of users.  The policy author shall adhere to standards for written material described in the Department of Commerce �HYPERLINK "http://kdoch.state.ks.us/KDOCHDocs/AD/mkt/2005_communication_tools_reference_guide.pdf"��Communications Guidelines�.  Questions regarding the Communications Guide should be directed to Commerce Marketing.  
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