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Workforce Services Policy Process
The following procedures will be abided by to review, approve and distribute updated  and new workforce policies issued by the Kansas Department of Commerce. 

Definitions

Subject expert = Commerce staff person overseeing program for which the policy is being drafted/revised.
Content proofers = A committee of Commerce staff charged with reviewing policies for content and accuracy.

KWSB = KANSASWORKS State Board.

KWSB coordinator = Commerce staff person who coordinates KWSB activities.

1.  Subject expert drafts new policy or revised current policy and sends via e-mail to the administrative staff.
2. Administrative staff sets format, proofs for grammar and punctuation, checks for adherence to Commerce Communications Guidelines and assigns a policy number.  Changes should be tracked and a red lined copy returned to the subject expert.  The subject expert is to accept or reject the changes prior to sending the policy to the content proofers.

3. Content proofers meet to review the policy.  Changes are tracked and a red lined version is developed.

4. The subject expert develops talking points summarizing the new/revised policy and reviews them with the Workforce Services Deputy Secretary for approval.

5. The KWSB coordinator sends the red lined version and a clean copy to local area executive directors for comment.

6. Administrative staff creates Public Comment Action Document from comments received and forwards to KWSB coordinator.

7. Content proofers meet to review comments from local area executive directors and recommend action to take based on the comments.

8. The KWSB coordinator sends a clean copy of the policy, a red lined version, subject expert’s talking points and local area executive comments to the KWSB Policy Committee for review.

9. At the KWSB Policy Committee meeting the subject expert summarizes the policy.  The KWSB coordinator presents local area executive director comments and recommended action.
10.  If the Policy Committee does not approve release of the draft for public comment then steps 3-10 are repeated.  If the Policy Committee approves release of the draft for public comment the policy is sent to the KWSB coordinator.
11.  The KWSB coordinator posts a clean copy and red lined version on the policy website. Administrative staff notifies all interested parties that public comments are being accepted.  Public comments are submitted to workforcesvcs@kansasworks.com.

12.  Administrative staff creates the Public Comment Action Document and forwards to KWSB coordinator.
13.  Content proofers meet to review the public comments and recommend action to take based on the comments.

14. The KWSB coordinator sends comments and options for action to Policy Committee.

15. The Policy Committee meets to review the comments and recommended actions and determine if the policy should be referred to the State Board for adoption. 

16.  If the Policy Committee requests changes to the policy, the KWSB coordinator makes requested changes and prepares policy to present to the KWSB.
17. The subject expert prepares talking points for the Policy Committee to present at the KWSB meeting and reviews them with the Workforce Services Deputy Secretary.

18. A representative of the Policy Committee uses the talking points to present the policy and actions taken to the KWSB.

19. If the KWSB does not approve the policy, steps 15-19 are repeated.  If the KWSB approves the policy, the KWSB coordinator makes changes to the policy as requested by the KWSB and forwards to administrative staff.

20. Administrative staff obtains a signature of approval from the Workforce Services Deputy Secretary.  The KWSB coordinator posts the policy on the policy website.  Administrative staff notifies interested parties of its approval.
A flow chart of the policy process is found in Attachment A.
This process may be abbreviated for just cause as approved by the KANSASWORKS State Board Executive Committee.  An example of a possible abbreviated process is shown in Attachment B.
[image: image1.jpg]WORKFORCE SERVICES POLICY PROCES!

xample of Abbreviated Process

Subject expertcratsnew eB e rTETsens Policy Committes Meeting:
policyar revises cunert policy Bl Reviewcommentsand

action(s)to Policy Committee. ousealuty
(-4 days priorto mesting)

addoptchanges as
appropriste reer policyto
Kwse

S

KWSB caardinatormakes

ContentProofers et
% changes and sendsto KWSB

Reviewcommentsand
developsoptions for action

Nt

Subject expert prepares
talkingpors forPolicy
Comittesto preserto
KWSE, reviens wih WFS

Deputy Secretary.

administative staffcreatesthe.
‘Publ CommentAction
Doctment and forverdsta
HWSB caordinator

3

Subjectexpertrevisespalicy

Content Proofers™Mecting:
Reviewpolicyanddevelopredt
fine version, ifnecessary

KWSE Meeting:
Policy Commites uses.
talkingpoittsto presert
policyand al actionsto

Responders submit commerts
to designate e-mail adess.

—F Howse
Subject expert develops taking
points describingnew | | E—
policykolicy update and TOSB Coordinatorposts
reviensthese WihWFS clean copyandred lined
Depuy Secretarye! version onpolicy webste.

Adminishative staffnotifesall
interested parties ryto allow
7-10days for comment)

HoSB approves policy

KWSB caardinatarmakes
changesto approvedpolicy
asrequested by KWSE

\
eiministtiv staffobtains\,
WS Deputy Secretarys
Signeture, KWSB
coordintor postspolicy on
et sdmirisrative tat
notitessil
interested parties

" Subjec Expert = et eploye responshle o prograofucton
ontrt Proers = Subject xpetplus A Gorplonan, G Botncn, ity N, LindaWeaner, Susan Weienbach

U5 Deputy Scrary= Calb st

(KNS Coarirator=Cindyai

#Policy Gomntse = GandyShively, Do Kinsiger E4 Berger, Rod Bickm Reva 2009





[image: image2.jpg]WORKFORCE SERVICES POLICY PROCESS

Subject expertcratsnew eB e rTETsens Policy Committes Meeting:
policyor reviss curert polcy

Reviewcommentsand

commentsandrecommended Solahnea

action(@)ta Policy Commites.
(3-4ddays priorto mesting)

addoptchanges as
appropriste reer policyto
Kwse

S —
Aninistetve safsets
ol racisoramma ant
punctuation, checks for Content Proofers Meeting: JoniER caont e makes
adherenceta Commerce Reviewcommentsand changes and sendsto KWSB
Communications Guidelhes developsoptions foraction 5
i asSgpaieynier ool b o £l
Cmges ar e e or i
e epet i removes Swpcepengres | | §
hetre senainglo cortent M Takinapons broly | | 8
oo minisrtve staficreatos the Comniteets presents | |
Pk, Cormentcion IwSBrenevewinnFs | | &
Document and forwardsto Deputy Secretary £
ol oS8 cooranto g
ContentProoters= Mecting: ¥ H
Revewpoicyanaaevaored [+
Tnea verson iinecsssry — L KWSB Weeting:
Resporcrs smiconmerts PolcyCommitesuees
A {akingpariato precet
Polcyanialschonsts
— owss
[T ————
poirs desemanew

policykolicy update and TOSB Coordinatorposts
reviensthese WihWFS clean copyandred lined
Depuy Secretary®’ version onpolicy webste.

Adminishative staffnotifesall
interested parties ryto allow
10days for comment)

KWSB caardinator v sends
clean copyandre ined
versionta lacalareaexecuive
directors for comment

e

HoSB approves policy

Subject expert makes changes.
to policyper recommendations
otPalicyCommites

acdministative staffcreates
‘Publc CommentAction
Document and forverdsto the
KWSB coardinator

KWSB caardinatarmakes
changesto approvedpolicy
asrequested by KWSE

PolicyCommites.
approvesrelease of
drat for comment
fom allnterester
parties.

Content ProofersMecting: e

Recommendaction(z)an

executive direcor comments
N
N

eiministtiv staffobtains\,

WS Deputy Secretarys
Signeture, KWSB

coordintor postspolicy on

website;acminisrative stat
nofifesall

intorested partiss

Policy Committee Mest
Subject expert summarizss poicy
using tlking poirts, KWSE
coordinstor preserts execiive
directorscommerts and

resommended action(s)

KWSB coardinstorsends
policy,red lned version, and
execufive direcor comments
toKWSBPolicy Commitiee
(3-4dlays priorto mesting)

" Subjec Exprt = Gorrers eploye esponshle o prograrofucton
ontrt Proers = Subject xpetplus A Gorplonan, G Botncn, ity N, LindaWeaner, Susan Weienbach

U5 Deputy Scrary= Calb st

(KNS Coarirator=Cindyai

#Policy Gomntse = GandyShively, Do Kinsiger E4 Berger, Rod Bickm Reva1309











PAGE  

