Workforce Services

Policy and Procedures Manual

Policy Number:  #200-01-02
(This policy replaces Policy #200-01-01 Local Veterans Employment Representative (LVER) and Disabled Veterans Outreach Program (DVOP)


Originating Office:  Division of Workforce Services 

Subject:   Jobs for Veterans Program
Issued:  ________

Programs: Jobs for Veterans Act; Wagner-Peyser Act; and Workforce Investment Act.

Purpose: To provide guidance related to services to veterans in all Workforce Centers.  Because this policy has been completely rewritten to provide updated information and instructions, please review and comment as if this is a new policy.
References: Chapter 41, Title 38 USC; Wagner‑Peyser Act as amended; Workforce Investment Act, Section 168; Public Law 100‑323; Public Law 107-288; Veterans Benefits Improvement Act of 1996; Public Law 104‑75, Section 505; Vietnam‑Era Veterans Readjustment Act of 1974; and Public Law 93-508

20 CFR 1001.121.
Background:  Congress declared that because of the special employment and training needs of disabled veterans and Vietnam‑era veterans, and the national responsibility to meet those needs, policies and programs to increase opportunities for such veterans to obtain employment, job training, counseling, and job placement services and assistance in securing advancement in employment should be effectively and vigorously implemented by the U.S. Secretary of Labor and such implementation should be accomplished through the Assistant Secretary of Labor for Veterans' Employment and Training. The Wagner-Peyser Act provides that job candidates who are veterans receive priority referral to jobs and training as well as special employment services and assistance.  The Workforce Investment Act of 1998, section 168, sets forth the requirement for programs to meet the needs for workforce investment activities of veterans with service-connected disabilities, veterans who have significant barriers to employment, veterans who served on active duty in the armed forces during a war or in a campaign or expedition for which a campaign badge has been authorized, and recently separated veterans.

Action:  Make this policy available to all Workforce Center staff and other interested parties.

Contact: Questions should be directed to Wayne Myers, State Veterans Services Manager (785) 296-5202, TTY (Hearing Impaired): (785) 296-3487, e-mail wmyers@kansascommerce.com. 
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Jobs for Veterans Program

Introduction

As providers of federally funded employment and training programs, all Workforce Centers are expected to direct special attention to the employment problems of veterans.  This document includes policies governing services to veterans.

 

Definitions

The following definitions are applicable to Workforce Center operations related to providing services for veterans:

 

Active Duty - Means full time duty in the U.S. Armed Forces, other than duty for training in the Reserves or National Guard. Any period of duty for training in the Reserves or National Guard, including authorized travel, during which an individual was disabled from a disease or injury incurred or aggravated in the line of duty is considered “active duty”.

Disabled Veteran – Means either of the following: 

a. Veteran who is entitled to compensation (or who but for receipt of military retired pay would be entitled to compensation) under laws administered by the U.S. Secretary of Veterans Affairs.

b. Individual who was discharged or released from active duty because of a service-connected disability.

Recently Separated Veteran - Means a veteran whose last date of discharge or release from active duty occurred within 36 months of the date of application for employment and training services.

Special Disabled Veteran - Means either of the following:

a. Veteran who is entitled to compensation (or who but for receipt of military retired pay would be entitled to compensation) under laws administered by the U.S. Secretary of  Veterans Affairs for a disability –

· Rated at 30 percent or more; or
· Rated at 10 or 20 percent when a veteran has been determined under Title 38 USC, Section 3106 to have a serious employment handicap.

b. Person discharged or released from active duty because of a service-connected disability.

Veteran - Means a person who –

a. Served on active duty for more than 180 days and was discharged or released with other than a dishonorable discharge;

b. Was discharged or released from active duty because of a service-connected disability; or

c. Served as a member of a reserve component under an order to active duty (pursuant to Title 10, Section 12301 (a), (d), or (g), Section 12302 or Section 12304) during a war or in a campaign or expedition for which a campaign badge is authorized and was discharged or released from such duty with other than a dishonorable discharge.

Veteran of the Vietnam-Era - Means a person who qualifies under any of the following according to the Veterans Benefits Improvement Act of 1996, P.L. 104‑75, Section 505):

1. Served on active duty for more than 180 days and any part of that service was in the Republic of Vietnam beginning February 28, 1961 and ending May 7, 1975; 
2. Served on active duty any time between August 5, 1964 and May 7, 1975; or
3. Was discharged or released from active duty during the Vietnam-era for a service connected disability.

Other Eligible Person – Means a person who qualifies under any of the following according to the Vietnam‑Era Veterans Readjustment Act of 1974 (P.L. 93-508):
a. Spouse of any person who died due to a service connected disability;

b. Spouse of any person who has a total permanent disability resulting from a service connected disability, or who died while a disability so evaluated was in existence.

c. Spouse of person serving on active duty who at the time of application for employment and training services is listed in one or more of the following categories and has been so listed for a total of more than ninety (90) days:

· Missing in action;

· Captured in the line of duty by a hostile force; or

· Forcibly detained or interned in the line of duty by a foreign government or power.
DVET/Commerce Operating Relationship

The Director Veterans Employment and Training (DVET) is administratively accountable to the USDOL for the execution of policies implemented through the state agency (Kansas Department of Commerce).  The DVET is responsible for activities in cooperation with Commerce such as the following:

a. Coordinates with Commerce to determine program needs and set goals for services to veterans and other eligible persons.

b. Reviews Workforce Center services provided to veterans and other eligible persons and makes recommendations for corrective action. 

c. Makes recommendations concerning staff training.
 

In accordance with 20 CFR 1001.121, Commerce provides adequate and appropriate administrative support for DVET staff as a condition of receiving grant funds.  “Adequate and appropriate administrative support” is considered comparable office space, furniture, telephone, computer equipment and supplies made available to state employees of equal status in terms of position level rather than compensation.  Commerce supplies the DVET with copies of all manuals, bulletins, memorandums, instructions, and other material related to Workforce Center programs and activities affecting services to veterans.  The DVET supplies Commerce with copies of similar material with a bearing on Workforce Center operations.

Public Law 100-323 places a requirement on the DVET to conduct an annual onsite review of each Workforce Center. When planning visits to the Workforce Center, the DVET coordinates with the State Veterans Services Manager to ensure appropriate local staff will be available.  Workforce Centers make files and records available to the DVET as needed.  The DVET reports findings to appropriate Commerce staff.  When necessary, the DVET recommends actions to bring services to veterans up to prescribed policies and standards.  Commerce, rather than the DVET, will ordinarily answer communications from Workforce Centers and other communications related primarily to local services to veterans.

The Department of Commerce is administratively accountable to the USDOL to provide services to veterans under all applicable policies.  Commerce is responsible for the following in cooperation with the DVET:

a. Provides the necessary facilities and services to carry out programs for veterans developed by the U.S. Veterans Employment and Trains Service and USDOL.  

b. Develops state level cooperative agreements and working relationships with other public and private organizations to provide services to veterans.  

c. Develops special or supplementary programs to meet the needs of veterans statewide and in specific local communities.

d. Develops publicity materials to carry out public relations programs to promote employment opportunities for veterans.

State Veterans Services Manager Responsibilities

The State Veterans Services Manager is responsible for tasks such as the following:
a. Contacts veteran organization and other service providers to promote veterans.

b. Coordinates statewide Selective Service activities.

c. Coordinates TAP activities with appropriate Department of Defense employees.

d. Develops statewide training for Disabled Veteran Outreach Program staff (DVOP) and Local Veterans Employment Representatives (LVER) when necessary.

e. Coordinates training schedules for DVOP/LVER with the National Veterans Trains Institute (NVTI).

f. Examines production reports for each Workforce Center to ensure priority service is provided.

g. Periodically checks with veteran organizations concerning local relationships.

h. Periodically reviews DVOP/LVER travel.

i. Provides follow-up responses to evaluations conducted by the DVETS office.

j. Provides staff training on new veterans programs.

k. Assists in training new LVER/DVOP personnel and retraining current staff.

l. Reviews DVOP/LVER activities and provide technical assistance when necessary.

m. Represents Commerce at seminars, community meetings, and other events as assigned.

Disabled Veterans Outreach Program Specialists

Supervisors of Workforce Center are responsible for ensuring DVOPs are utilized in accordance with federal regulations and are not duplicating services or functions performed by other staff.  

Chapter 41, Title 38 USC prescribes theprimary duties  of the DVOP. These duties, and minimum acceptable goals for each, must be incorporated into the employee’s position description.  After accomplishing primary duties, the DVOP will provide direct service to veteran job candidates ONLY.  This includes providing services for veterans such as registration, job development, labor market information, case management, counseling, and referral to jobs, training and education opportunities and supportive services.  

DVOPs are responsible to the supervisor of the Workforce Center and shall provide reports through their supervisor in accordance with state directive.  Primary duties for the DVOP are as follows:

1. Facilitation of intensive services to veterans with special employment and training needs. These services may include any combination of the following services, but at a minimum the first two are required to begin a program of intensive services: 
a. Conduct comprehensive assessment (minimum requirement); 

b. Develop plan of action that is documented (minimum requirement); 

c. Provide career guidance; 

d. Coordinate supportive service(s); 

e. Provide job development contact(s); 

f. Refer to job(s); and 

g. Refer to training.

2. Conduct outreach activities to locate job candidates who could benefit from intensive services, and market Workforce Center services to potential customers in programs and places such as the following: 

a. Vocational Rehabilitation and Employment (VR&E); 

b. Homeless Veterans Reintegration Project (HVRP); 

c. Department of Veterans Affairs (VA) hospitals and Vet Centers; 

d. Homeless shelters; 

e. Civic and service organizations; 

f. Partners through the Workforce Investment Act (WIA); 

g. State Vocational Rehabilitation Agencies; and 

h. Other service providers 

 

3. Provide and facilitate a full range of employment and training services to meet the needs of veterans who are unable to obtain employment through core services.  Typical core services include job search and placement assistance, labor market information, resume preparation, and job referral. 
4. As circumstances arise, the DVOP may support the provision of the Transition Assistance Program (TAP).
Local Veterans Employment Representatives

Supervisors of Workforce Centers are responsible for ensuring LVERs are utilized in accordance with federal regulations and are not duplicating services or functions performed by other staff.  Chapter 41, Title 38 USC prescribes theprimary duties  of the LVER. These duties, and minimum acceptable goals for each, must be incorporated into the employee’s position description.  After accomplishing primary duties, the LVER will provide direct service to veteran job candidates ONLY.  This includes providing services for veterans such as registration, job development, labor market information, case management, counseling, and referral to jobs, training and education opportunities and supportive services.   
LVERs are responsible to the supervisor of the Workforce Center and shall provide reports through their supervisor in accordance with state directive.  Primary duties for the LVER are as follows:

1. Ensure veterans are provided a full range of labor exchange services to meet their employment and training needs. Work with other workforce service providers to develop their capacity to recognize and respond to the needs of veterans. Examples include the following activities: 
a. Train other Commerce staff and service delivery system partners to enhance their knowledge of veterans' employment and training issues; and

b. Promote veterans as a category of job seekers who have highly marketable skills and experience. 

2. On behalf of veterans, advocate for employment and training opportunities with employers and community‑based organizations. Examples include the following activities: 

a. Plan and participate in job fairs to promote services to veterans; 

b. Work with labor unions, registered apprenticeship programs, and employers to promote job and training opportunities for veterans; and 

c. Promote credentialing and training opportunities for veterans.

3. Establish, maintain, or facilitate regular contact with employers to develop employment and training opportunities for the benefit of veterans. Examples include the following activities: 
a. Develop employer relations contact plans to include identified federal contractors. Components of the plan may include employer visits and telephone contacts, and ongoing research and analysis of local market conditions and employment opportunities; and 

b. Coordinate with employer outreach representatives in the Workforce Center to facilitate and promote employment and training opportunities for veterans.
4. Provide and facilitate a full range of employment and training services, as appropriate, to meet the needs of newly separated veterans, especially those transitioning from the military through TAP workshops.  Examples include the following activities: 

a. Conduct job search assistance workshops;
b. Provide job development and referrals;
c. Provide vocational guidance; 
d. Provide labor market information; and 
e. Provide referrals to training and supportive services. 

5. Provide quarterly reports for the Workforce Center supervisor to submit to the State Veterans Services Manager.  This reporting responsibility does not imply functional supervision over the program or the DVOP staff in the Workforce Center.  This role enables the LVER to serve as an agent of the Workforce Center supervisor to gather information about the following components of the Workforce Center:

a. Compliance with state policy on services to veterans; and
b. Accomplishments toward meeting the state performance standards for these services. 

Workforce Center Responsibilities

Order of Priority

The order of priority for referrals to all job openings and training opportunities are as follows:

1. Service-connected disabled veterans.

2. Veterans who served on active duty during a war or in a campaign or expedition for which a campaign badge or expeditionary medal has been authorized.

3. Recently separated veterans.

4. Other eligible veterans.

5. Eligible spouses.

Service Delivery Structure
The Workforce Center must be structured so veterans and other eligible persons receive normal Wagner-Peyser services before any intensive services are offered.  All Workforce Center staff will serve veterans.  No Workforce Center will be structured where the DVOP/LVER staff provide all services or register all veterans.

As providers of federally funded employment and training programs, all Workforce Center shall ensure the following services are offered to all veterans and other eligible persons:

 

a. Registration - Complete a job application or make a means available for self‑register.

b. Assessment - Determine needs for employment, level of assistance needed, and ensure qualifications for employment are adequately presented.

c. Employment Counseling – Discuss present and potential qualifications for work, alternative vocational choices, and occupational requirements to assist in formulating a plan to achieve occupational and/or training goals and solve problems related to obtaining or holding jobs.

d. Testing - Administer objective aptitude and proficiency testing, as needed.

e. Referral to Supportive Services - If needed, refer to supportive services available in the community (i.e. medical assistance, legal aid, child care, transportation assistance, and other assistance to enhance chances of obtaining employment and/or training).

f. Job Development – Contact employers to solicit job openings whenever suitable openings are not available in the Workforce Center.

g. Job and Training Referrals –Observe the order of priority in making referrals to the job openings or training opportunities. 

h. Referral to Unemployment Insurance - Provide the toll free Call Center number for refer to the KansasWorks.com.

i. Vocational Rehabilitation - Refer to the Department of Veteran Affairs or State Vocational Rehabilitation Program for possible assistance if the individual is no longer able to pursue their normal occupation (and they appear qualified).
j. Case Management – Use the Case Management approach to in providing intensive services. 
 
Employer Contacts

The purpose of DVOP/LVER employer contacts (in‑person, email, phone, or mail) should be to promote the hiring of veterans and provide information about veteran programs and other services offered by Commerce.  Contacts are not to promote the DVOP/LVER as an individual, but to inform the employer how this position can assist in recruiting skilled and qualified employees. 
All employer contacts must be recorded in KansasWorks.com within 24 hours of the contact and include information shared with the employer and outcomes of the contact (i.e. job order, request for job fair, etc).  
The following contacts should not be recorded in KansasWorks.com:

· Scheduling appointment for in‑person visit.

· Arrange appointment for a job referral.

· Developing job opening.

· Following up on job orders or referrals.

· Employer placing a job order.

In‑Person Contact – Face‑to‑face contact with the hiring authority of an employer, agency or department at the employer’s place of business for the purpose of promoting veterans, veterans programs and other program offered by Commerce. In‑person contacts should be scheduled ahead of time by appointment.  Phone calls to schedule appointments should not be recorded as telephone contacts unless the employer wishes to discuss the purpose of your visit at that time, in lieu of the in‑person visit.  DVOP/LVER staff should limit in‑person contacts with the same employer to no more than one contact every six months, unless more frequent contacts are requested by the employer.  If an employer comes into the Workforce Center, this should not be recorded as an in‑person contact.  Contacts with employers at Job Fairs or similar events should not be recorded as an in‑person contacts. 

Phone Contact – Phone call to the hiring authority of an employer, agency or department by with the hiring authority of an employer, agency or department for the purpose of promoting veterans, veterans programs and other program offered by Commerce.  A follow‑up phone contact after an in‑person visit can be recorded as a contact if it is for the purpose of responding to questions asked during the in‑person contact.  

Mail or Email Contact – Correspondence by postal mail or email with the hiring authority of an employer, agency or department by with the hiring authority of an employer, agency or department for the purpose of promoting veterans, veterans programs and other program offered by Commerce.   

Veterans Benefits Information
Workforce Center staff should limit benefits information to where services may be obtained when the benefit is other than the responsibility of the Workforce Center.  Sufficient explanation will be necessary to enable the veteran to decide whether he/she wishes to take advantage of the service.  Workforce Center staff should not attempt to interpret programs or make determinations of eligibility for the benefits or services of other agencies.  When possible, assist the veterans in making an appointment with the proper agency or official qualified to deal with the problem.  Assisting veterans to locate information via the Internet is highly recommended, such as detailed information on Veterans Preference.

Veterans Reemployment Rights

Title 38 USC and related statues provide reemployment rights to persons who meet the conditions of eligibility set forth in the statute. The Office of Veterans Employment and Training Service is responsible for administering the reemployment rights program. This office provides general information and assistance in determining eligibility for reemployment rights protection and obtaining compliance with the statutory provisions.  Information and advice is also provided to employers, labor unions, or other interested parties.  The following persons who leave private employment for military purposes may be entitled to reemployment rights under the federal statute:

a. Veterans

b. Reservists

c. National Guardsmen

d. Rejectees

e. Commissioned Corps of the Public Health Service

f. Persons called for induction or examination.

 

The Workforce Center acts as a convenient point of contact for information about Veterans Reemployment Rights. Workforce Center staff should call attention to the desirability of considering returning to a former job (before the statutory period allowable for application expires).  Assistance provided is limited to recognition that a reemployment rights matter may be involved and referral to the Office of Veterans Employment and Training Service.  Complaints should be reported to the person below according to geographic location:

 
· Areon Kelvington, DVET. 900 SW Jackson, Suite 509. Topeka, Kansas 66612. (785) 296 5032

· Juan Talavare, ADVET, 900 SW Jackson, Suite 509, Topeka, Kansas 66612, (785) 296 4196

· Ricardo Martinez, ASDVET, Ten Main Center, Kansas City, Missouri 64106, (816) 426 7151

Federal Contractor Job Listing Program

Any contractor or subcontractor with a contract of $26,000 or more with the federal government must take affirmative action to hire and promote qualified special disabled veterans, veterans of the Vietnam-era and any other veteran who served on active duty during a war or in a campaign or expedition for which a campaign badge has been authorized.  Contractors and subcontractors are required to list all employment opening with the nearest Workforce Center, except for executive or top management jobs, positions filled from within the organization, or jobs lasting less than three days.  This includes agreements to lease workers from temporary employment agencies.  Posting the job on KansasWorks.com satisfies the job listing requirement.

 

The responsibilities of the Workforce Center related to federal contractors are generally as follows:

 

a. Give priority in referral to qualified special disabled veterans, veterans of the Vietnam-era and any other veteran who served on active duty during a war or in a campaign or expedition for which a campaign badge has been authorized.
b. Contact the employer to offer congratulations on receiving a new/renewed contract and to solicit job openings and provide information on services provided by the Workforce Center.

c. Process affirmative action complaints
 filed against federal contractors by individual veterans of the Vietnam‑era and disabled veterans.  The LVERs will assist veterans in preparing complaints, including helping the veteran collect the necessary documentation to support the claim that the veteran is covered under this program.  
Whenever a Veteran wishes to file a complaint against a federal contractor identified under the FCJLP, he/she is assisted in writing the letter by either the LVER or DVOP.  The letter should contain 1) name, address, and telephone number of complaint; 2) name, address, and telephone number of the federal contractor; and 3) narrative description of the acts or circumstances considered in violation of affirmative action provisions.  The letter is then sent to:
Office of Federal Contract Compliance
Federal Office Building, Suite 745
1111 Third Avenue
Seattle, Washington 98101-3212
(206) 206-398-8016

Transition Assistance Program (TAP)
The TAP program is established to help service members make the initial transition from military service to the civilian workplace with less difficulty.  The TAP program addresses many barriers to success and alleviates many employment related difficulties.  TAP consists of comprehensive three-day job search assistance workshops at selected military installations available to U.S. Armed Force forces members within 180 days of separation or retirement.  The workshops are presented by selected LVER and DVOP staff professionally trained to facilitate the workshops, military family support services, USDOL contractors and VETS staff.  Workshop attendees learn to write resumes and cover letters, participate in a job interview, make career decisions, and assess labor market conditions.  Participants are provided with an evaluation of their employability relative to the current job market and receive information on benefits for veterans.

Performance Standards

The state is required to establish and maintain a comprehensive accountability system to measure the performance of veterans’ services provided by Wagner‑Peyser and DVOP/LVER staff.  These performance measures are weighted to strengthen emphasis on targeted groups and services, and to express these priorities numerically by applying greater relative weight to certain performance measures.  

Performance measures established for veterans’ service by Wagner-Peyser staff address two populations: 1) All Veterans, and 2) Disabled Veterans.  The same two populations are addressed in the performance measures for the DVOP and LVER programs.  A third population, Recently Separated Veterans, is added to the LVER program performance measures.  

The following are grant-based performance measures:

DVOP

Veterans Entered Employment Rate (following Staff Assisted Services)

Veterans Employment Retention Rate

Disabled Veterans Entered Employment Rate (following Staff Assisted Services)

Disabled Veterans Employment Retention Rate
LVER

Veterans Entered Employment Rate (following Staff Assisted Services)

Veterans Employment Retention Rate
Recently Separated Veterans Entered Employment Rate (following Staff Assisted Services)

Recently Separated Veterans Employment Retention Rate
WAGNER-PEYSER 

Veterans' Entered Employment Rate
Veterans' Employment Retention Rate
Disabled Veterans' Entered Employment Rate
Disabled Veterans' Employment Retention Rate
Veterans Preference in Federal Civil Service
The term veterans preference means special rights and privileges for federal civil service employment afforded to honorably separated veterans, widows, wives, and mothers.  Preference is given by adding points to the passing civil service examination score of eligible individuals as follows:

5-Point Preference

Five points are added to the passing examination score of a veteran who served:

· During the period December 7, 1941, to July 1, 1955; or 

· For more than 180 consecutive days, any part of which occurred after January 31, 1955, and before October 15, 1976; or 

· For more than 180 consecutive days, any part of which occurred during the period beginning September 11, 2001, and ending on the date prescribed by Presidential proclamation or by law as the last day of Operation Iraqi Freedom; or 

· During the Gulf War from August 2, 1990 through January 2, 1992; or 

· In a campaign or expedition for which a campaign medal has been authorized, including El Salvador, Grenada, Haiti, Lebanon, Panama, Somalia, Southwest Asia, Bosnia, and the Global War on Terrorism. 

Medal holders and Gulf War veterans who enlisted after September 7, 1980, or entered on active duty on or after October 14, 1982, must have served continuously for 24 months or the full period called or ordered to active duty. The service requirement does not apply to veterans with compensable service-connected disabilities, or to veterans separated for disability in the line of duty, or for hardship.

10-Point Preference

Ten points are added to the passing examination score of:

· Veteran who served any time and who (1) has a present service-connected disability ,or (2) is receiving compensation, disability retirement benefits, or pension from the military or the Department of Veterans Affairs. Individuals who received a Purple Heart qualify as disabled veterans. 

· Unmarried spouse of certain deceased veterans, a spouse of a veteran unable to work because of a service-connected disability, and 

· Mother of a veteran who died in service or who is permanently and totally disabled. 
� If the complainant was referred to the employer as a result of a job order and alleges violation of an Employment Service regulation, the complainant should be considered Employment Service�related and processed in accordance with Employment Service complaint procedures. 








