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Kansas Department of Commerce

Workforce Services
Policy and Procedures Manual

Policy Number:  3-06-01


Originating Office:  Workforce Services
Subject:  State Certification for Workforce Centers
Issued:  December 15, 2006

Revised: March 27, 2009 Policy Committee; April 22, 2009 KWSB
Programs: Workforce Investment Act

Purpose: To transmit minimum Comprehensive One-Stop and Workforce Center Certification guidance for Local Workforce Boards and Chief Elected Officials. 

Reference: None.

Background:  It is the responsibility of the KANSASWORKS State Board (State Workforce Board) to assist the Governor in the development and continuous improvement of a statewide system of activities carried out through the One-Stop delivery system. The KANSASWORKS State Board has developed this document to assure coordination and non-duplication among programs and activities carried out by One-Stop partners through the establishment of minimum standards for certification of Workforce Centers within a statewide workforce delivery system.
Action:  Distribute to all partners, contractors, and subcontractors within the workforce service system.  LWIB must submit an application to certify each Workforce Center.  Certification should begin within three months of the adoption of this policy and be complete within PY09.  Recertification would occur every two years thereafter.
Contact: Questions and requests for technical assistance should be directed to (785) 296-0607, TTY (785) 296-3487, workforcesvcs@kansasworks.com
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The KANSASWORKS System
KANSASWORKS, the state’s workforce system, provides services to all employers and all job seekers.  A core set of services will be available, free of charge, to all who seek them through local workforce centers—Comprehensive One-Stop Centers or affiliated sites.
A Comprehensive One-Stop Center is a location where all core services are available and where services from workforce investment programs are collocated for easy customer access.  In addition to Comprehensive Centers, affiliated sites can provide one or more of the programs, services and activities through a network of eligible one-stop partners:
a) In which each partner provides one or more of the programs, services, and activities to such individuals and is accessible at an affiliated site that consists of a physical location or an electronic or technologically linked access point; and 

b) That assures individuals that information on the availability of the core services will be available regardless of where the individuals initially enter the statewide workforce investment system, including information made available through an access point described above.  

Affiliated sites may also include specialized centers and sites that may have a specialization in addressing special needs such as the needs of dislocated workers. 

The system is governed locally by a partnership between the Local Workforce Investment Board and their respective Chief Elected Officials.  This partnership is responsible for the design of a local system which meets customers’ needs and meets the minimum standards contained in this document.  

Guiding Principles

The KANSASWORKS system is based on a collaboration of workforce service providers and consumers who collectively assure the services identified in this document are available in an integrated manner to meet individual customers’ needs.  The system design must be based on these guiding principles:

· Adherence to a locally developed strategic plan that encourages a common direction among diverse employment, education, and training programs;

· Universality of access by employers and job seekers with multiple access points;  

· Customer choice with respect to both the method of access and the information and services provided; 

· Ease of customer access with center locations being based on population density and other factors that make locations convenient for customer use, with a minimum of one comprehensive physical center per Local Workforce Investment Area (region) that has program services collocated and which offers all of the core services (Comprehensive One-Stop Center); 

· Service delivery that is driven by individual customer needs rather than program offerings;

· Market driven through private sector leadership and by serving the workforce with services responding to the marketplace; 

· Integration of services across agencies and programs, replacing fragmentation and duplication with coordination and consolidation per the approved Local Area Integration Plan developed per Policy #4-04-00, KANSASWORKS Service Delivery Integration and Functional Management; 

· Customer service focus of staff, facilities and services supported by customer satisfaction measures directed to a continuous improvement program;

· Maximum utilization of resources through collocation and shared operating costs; and

· Accountability focused on results and documented by performance measures. 

Local System Configuration

The KANSASWORKS service delivery model must include a minimum of one Comprehensive One-Stop Center and affiliated sites as deemed appropriate by the LWIB.
Workforce Center locations will be based on factors that make locations convenient for customers to access. Other factors to consider are accessibility for individuals with disabilities, public transit routes, commuting patterns for jobs, conventional wisdom in the region regarding acceptable travel distance for services, proximity of ancillary services, parking, unemployment level, poverty level, etc
Each system must adhere to a common set of minimum standards, as contained in this document.

LWIB must submit an application to certify each Workforce Center. 
Minimum Standards

Policy standards are only minimums and local Workforce Investment Boards/Chief Elected Officials (LWIB/CEOs) are encouraged to extend beyond these services and standards to better serve customers.  Each Comprehensive One-Stop Center must meet the following minimum standards; affiliated sites can provide any combination of the following:
1. Customer services 

a. Core services for employers (see page 13 of Attachment E)
b. Core services for job seekers (see page 14 of Attachment E)
c. Intensive services for job seekers (see page 17 of Attachment E)
d. Training services for job seekers (see page 19 of Attachment E)
2. Mandatory system programs and partners (see page 8, Attachment A)

3. Mandatory integrated service delivery and functional management per Policy #4-04-00, KANSASWORKS Service Delivery Integration and Functional Management (see page 9, Attachment B).
4. Continuous improvement process to address customer satisfaction.
5. Comprehensive One-Stop Centers must have facilities that accommodate:

a. both individual and group work with customers;

b. a common reception area;

c. a self-serve resource area that meets the following minimum requirements:

i. Comprehensive One-Stop Centers must have a self-serve resource area or “resource room,” which at a minimum offers the following services to customers:

· Labor exchange tools

· Computer applications software

· Resume writing software

· Career exploration software

· Job, career, and skill self-assessment tools

· Career, job, and labor market information

· Career planning information

· Job search information

· Interviewing information

· Information on resumes, cover letters, etc.

· Information on job retention

· Directories

· Periodicals

ii. Specific requirements include: customers:

· Labor exchange using KANSASWORKS.com;

d. space for itinerant staff; and,

e. employer interview functions.

Other special features (e.g., activities area for small children) are encouraged to support a customer-friendly system.

6. Services which are supported by Wagner-Peyser funding must be located at a Comprehensive One-Stop Center.

7. The customer flow of local systems incorporating affiliate, satellite and specialized offices must be designed so that regardless of where the customer enters the system, the customer will not have to go to more than two locations to access all of the core services. 

8. Each office location must have staff to direct customers appropriately, upon customer entry through the use of a Welcome Team member per state and local integration policies.

9. The local system must ensure the Comprehensive One-Stop Center and its affiliated sites are easy to locate and access. All Workforce Centers should be highly visible, by incorporating common publicity and branding per the Kansas Workforce Services System Brand Policy (#3-30-00, see page 10, Attachment C), a Web site and other means as necessary.

10. Priority will be given to assuring that throughout the system persons with disabilities will have programmatic access to all services.  The commitment to adequately serve persons with disabilities extends beyond the specialized services of vocational rehabilitation to the system as a whole and assumes the responsibility of continuously enhancing system capacity for achieving that aim.  As such, each LWIB is responsible for providing interpreter services to accommodate individuals with disabilities  Each LWIB is responsible for providing, as reasonable, accommodations to serve customers, such as interpreters for individuals with hearing impairments, Braille, CD or reading aloud brochures and written materials provided, testing and class accommodations, etc. 
11. A service-delivery system of management, per the KANSASWORKS Service Delivery Integration and Functional Management Policy (#4-04-00, see page 9, Attachment B) and staff development that supports the integration, collocation and functional management of service providers must be in place.

12. System Outreach and Customer Relations
a. LWIB adherence to the Kansas Workforce Services System Brand Policy (#3-30-00) is required (see page 10, Attachment C).
13. Resource Integration

a. Operation of a local workforce system requires the allocation of resources for system operation.  At a minimum, the LWIB will ensure the local delivery system addresses:

i. Contributions by programs (and other locally-determined partners) of appropriate staff positions to an integrated service delivery system, often requiring changes in the way work is performed.  

ii. Local Area Memoranda of Understanding must detail resource integration and cost allocation among partners.
Certifying Workforce Centers

Introduction 

The KANSASWORKS State Board (State Workforce Investment Board) strives to establish a quality-driven, comprehensive system of workforce services and access to services that benefit all Kansans who wish to take advantage of them. The KANSASWORKS State Board ensures consistency of quality across Kansas’ workforce system by establishing a State-level certification of local Workforce Centers. 
Achievement of State-level certification allows LWIBs to benefit from a joint outreach plan, described in the Kansas Workforce Services System Brand Policy (#3-30-00, see page 10, Attachment C) as well as brand recognition and easily customized outreach products.  This branding of Kansas’ workforce system identifies local systems and Workforce Centers which have attained State certification as those that have met the highest quality standards for the provision of workforce services in their community. 

Certification Committee

The KANSASWORKS State Board will seat a Certification Committee comprised of one state staff member appointed by Kansas Department of Commerce Workforce Services and two members appointed by the State Board as follows: one state board member and one business representative, who may or may not be a member of the State Board.  Neither State Board appointees may be affiliated with an LWIB.  Upon recommendation by the Certification Committee, the KANSASWORKS State Board will certify Workforce Centers by reviewing the certification documentation provided by LWIBs.
Incentive Awards and Sanctions
Local areas with at least one State Certified Comprehensive One-Stop Center may be eligible for additional incentive dollars.  Local areas without a State Certified Comprehensive One-Stop may be subject to sanctions as identified in Policy #3-29-00, Incentive and Sanction Policy for Workforce Investment Act Title IB Programs (see page 11, Attachment D).
On-Site Review

The on-site review is an essential component of any certification process. This review gives the local Board an opportunity to validate information provided in the certification application and ask questions that may arise after review of the written material. Conversely, the LWIB is provided with an additional chance to supply information, clarify specific points, or ask questions about the State Board’s expectations. Combined with the written application, an on-site review conducted by Commerce Compliance and Oversight provides the Local and State Boards with additional insight related to certification. 

Kansas Department of Commerce must ensure members of the review team are appropriately trained and qualified to evaluate applicants against the established State Board certification standards. Notice will be given to applicants prior to the on-site review indicating date and time of visit, names of Oversight and Compliance  team members and specific topic areas that will be covered. Once the on-site review is completed, a written feedback report will be forwarded to the applicant. 

Certification Process 

Listed below are the steps involved in achieving State-level certification. 

	Step 1:
	The LWIB submits a Workforce Center Application for State Certification (see page 12, Attachment E) for each Workforce Center to: 

Susan R. Weidenbach, Manager

Adult and Youth Services
Kansas Department of Commerce
Workforce Services,1000 SW Jackson Street, Suite 100
Topeka, KS  66612-1354
Applications will be accepted on a continuous basis and may be submitted for individual Workforce Centers as they become prepared for certification.   

	Step 2:
	Once an application has been received, an on-site review by the State Monitoring Unit will be scheduled to verify the Minimum State Standards for Certification.

	Step 3:
	The monitors will provide written feedback to the Certification Committee.  If any elements are missing or found to be inadequate, feedback and technical assistance will be provided to bring the Center up to the level required for State certification.

	Step 4:
	The Certification Committee will review the application and feedback and make a recommendation for State Certification to the KANSASWORKS State Board.

Once State certification has been achieved, it will be valid for two years from the date of award. LWIBs may apply for recertification nine months prior to expiration. 


Attachments

Attachment A - Mandatory System Programs and Partners 

At a minimum, access to the services from the following programs (when operating in the local area) will be included in the local KANSASWORKS system, i.e., either at a Comprehensive One-Stop Center location or through referral. 

· WIA Title I Adult, Dislocated Worker and Youth;

· Wagner Peyser;

· Trade Adjustment Assistance (TAA);

· Vocational Rehabilitation;

· WIA Title II Adult Education and Literacy, and State Adult Education;

· Unemployment Insurance;

· Veterans Employment Service;

· WIA Title I funded Migrant Seasonal Farm Workers;

· Senior Community Service Employment Program; 

· WIA Title I Job Corps (where available);

· WIA Title I Veterans;

· WIA Title I Native Americans; 

· WIA Title I Youth Opportunity Grants (where available);

· Community Services Block Grant Employment and Training (where available); and,

· Housing and Urban Development Employment and Training (where available).

LWIB/CEOs are encouraged to incorporate into the system the following services/programs as well as others based on local conditions:

· Community college and secondary career and technical education placement services, job search classes, financial aid, and related services;

· Government procurement services;

· Community mental health programs, particularly those related to job training/placement; 

· Substance abuse services;

· Economic development services;

· AmeriCorps program;

· Homeless programs;

· Transportation systems and service providers; and,

· All local programs that serve a human resource function and sources of funds.

Attachment B – KANSASWORKS Service Delivery Integration and Functional Management Policy
Attachment C - Kansas Workforce Services System Brand Policy
Attachment D - Incentive and Sanction Policy for Workforce Investment Act Title IB Programs
Attachment E - Workforce Center Application for State Certification

Complete one application per Workforce Center.
Workforce Investment Board:       
Application Contact Name/Title:        

Address:       
Phone:         E-Mail:      
Workforce Center Type
 FORMCHECKBOX 
  Comprehensive One-Stop Center
 FORMCHECKBOX 
  Affiliated Site
Operator Name:      
Operator Address:      
Operator Phone:       E-Mail:      
Attach the following items: 
 FORMCHECKBOX 
  Updated Memorandum of Understanding (MOU)
 FORMCHECKBOX 
  Updated LWIB/One-Stop Operator Agreement

 FORMCHECKBOX 
  Completed list of Partner Services (see pages 13-20)
 FORMCHECKBOX 
  Completed Program Services Checklist (see page 21)
 FORMCHECKBOX 
  Signed Attestation Page (see page 22)
Attachment E - Workforce Center Application for State Certification

Partner Core Services

Partner Entity _________________________

Indicate with a check mark those core services for which are applicable to the Partner program of services.  Then describe how those services will be accessed in the Workforce Center, including integrated staff members.  For example, “services will be delivered by 3 Workforce Center staff and 2 partner staff as part of the Welcome Team.”

For Employers:

	Core Services
	√
	Method for Delivery

	Assistance in finding qualified workers
	
	

	Labor exchange using KANSASWORKS.com
	
	

	Interview facilities at Workforce Centers
	
	

	State and/or federally generated Labor Market Information (LMI)
	
	

	State and/or federally generated information on Americans with Disabilities Act (as amended in 2008)
	
	

	Information regarding consultations on workplace accommodations for persons with disabilities
	
	

	Information on and referral to business start-up, retention and expansion services
	
	

	Information on and referral to sources for developing customized training programs
	
	

	Rapid response to mass layoffs and plant closings
	
	

	Information about training incentives such as on-the-job training programs (based on worker eligibility); and
	
	

	State and/or federally generated information on tax credits for new hires
	
	

	Other
	
	


For Job Seekers:

	Core Services for Job Seekers
	√
	Method for Delivery

	Outreach, intake (which may include worker profiling), and orientation to the information and other services available through the partner program and services comprising the KANSASWORKS system
	
	

	Program information describing eligibility requirements and application procedures
	
	

	Determinations of whether individuals are eligible to receive assistance from WIA Title I Adult or Dislocated Worker funding
	
	

	Assistance in establishing eligibility for activities available in the local area and for programs of financial aid assistance for training and education programs that are not funded under the Workforce Investment Act
	
	

	Provision of information regarding filing claims for unemployment compensation
	
	

	Provision of information relating to the availability of supportive services, including child care and transportation, available in the local area, and referral to such services, as appropriate
	
	

	Referral for all programs identified in the “system program and partners” section of this document and local option programs.   This includes screening to determine likelihood of eligibility for various programs and financial assistance sources.  If this service is accessed, KANSASWORKS.com will be used across programs to capture information needed to prepare a local service plan and information will be shared, as appropriate, with system partners
	
	


	Core Services for Job Seekers
	√
	Method for Delivery

	Labor exchange using KANSASWORKS.com
	
	

	Job, career and skill self-assessment tools
	
	

	Initial assessment of skill levels, aptitudes, abilities and supportive service needs
	
	

	Employer directories for job search, e.g., KANSASWORKS.com resources, Internet‑based directories, commercial products
	
	

	Resume writing software and support materials
	
	

	Local human services directory, e.g. SHARE Network
	
	

	Occupational training information
	
	

	Financial aid information
	
	

	Job search skills information
	
	

	Workplace accommodations information (describe how accommodations are provided to persons with disabilities)
	
	

	Career, job and local, regional and national labor market information, including job vacancy listings in such labor markets; information on job skills necessary to obtain the jobs described in the job vacancy listings; and information relating to local occupations in demand and the earnings and skill requirements for such occupations
	
	

	The Eligible Training Provider Consumer Report component of KANSASWORKS.com, which provides  performance information and program cost information on eligible providers of training services as described in WIA Title I Section 122, by program
	
	


	Core Services for Job Seekers
	√
	Method for Delivery

	Provision of performance information and program cost information on providers of adult education described in WIA Title II, providers of postsecondary career and technical education activities and career and technical education activities available to school dropouts under the Carl D. Perkins Vocational and Applied Technology Education Act (20 U.S.C. 2301 et seq.), and providers of vocational rehabilitation program activities described in Title I of the Rehabilitation Act of 1973 (29 U.S.C. 720 et seq.)
	
	

	Provision of information regarding how the local area is performing on the local performance measures and any additional performance information with respect to the KANSASWORKS system in the local area
	
	

	Follow up services, including counseling regarding the workplace, for customers in WIA Title I activities who are placed in unsubsidized employment, for not less than 12 months after the first day of the employment, as appropriate
	
	

	Other
	
	


Attachment E - Workforce Center Application for State Certification

Partner Intensive Services

Partner Entity _________________________

Indicate with a check mark those intensive services for which are applicable to the Partner program of services.  Then describe how those services will be accessed through the Workforce Center, including integrated staff members.  For example, “services will be delivered by 4 Workforce Center staff and 2 Technical College staff as part of the Assessment Team.”
	Intensive Services for Job Seekers
	√
	Method for Delivery

	Adults and dislocated workers who are unemployed and are unable to obtain employment through core services provided and who have been determined by a Workforce Center partner to be in need of more intensive services in order to obtain employment
	
	

	Adults and dislocated workers who are employed, but who are determined by a Workforce Center partner to be in need of such intensive services in order to obtain or retain employment that allows for self-sufficiency as defined by the Governor and the local area
	
	

	Comprehensive and specialized assessments of the skill levels and service needs, which may include diagnostic testing and use of other assessment tools and in-depth interviewing and evaluation to identify employment barriers and appropriate employment goals
	
	

	Development of an individual employment plan, to identify the employment goals, appropriate achievement objectives, and appropriate combination of services for the participant to achieve the employment goals
	
	

	Group counseling
	
	

	Individual counseling and career planning
	
	


	Intensive Services for Job Seekers
	√
	Method for Delivery

	Case management for participants seeking training and career education services; and
	
	

	Short-term prevocational services, including development of learning skills, communication skills, interviewing skills, punctuality, personal maintenance skills, and professional conduct, to prepare individuals for unsubsidized employment or training
	
	

	Other
	
	


Attachment E - Workforce Center Application for State Certification

Partner Training Services

Partner Entity _________________________

Indicate with a check mark those training services for which are applicable to their program of services.  Partner will then describe how those services will be accessed through the Workforce Center including integrated staff members.  For example, “services will be delivered by 2 Workforce Center staff and 3 partner staff as part of the Assessment and Training Team.”

	Training Services for Job Seekers
	√
	Method for Delivery

	Adults and dislocated workers who have met the eligibility requirements for intensive services and who are unable to obtain or retain employment through such services
	
	

	Occupational skills training, including training for nontraditional employment
	
	

	On-the-job training
	
	

	Programs that combine workplace training with related instruction, which may include cooperative education programs or Registered Apprenticeship programs
	
	

	Training programs operated by the private sector
	
	

	Skill upgrading and retraining
	
	

	Entrepreneurial training
	
	

	Job readiness training
	
	

	Adult education and literacy activities
	
	

	Customized training conducted with a commitment by an employer or group of employers to employ an individual upon successful completion of the training
	
	

	Other
	
	


Attachment E - Workforce Center Application for State Certification

Partner Discretionary Services

Partner Entity _________________________

Indicate with a check mark those discretionary services for which are applicable to the Partner program of services.  Describe how those services will be accessed through the Workforce Center, including integrated staff members.  For example, “services will be delivered by 3 Workforce Center Staff and 1 partner staff as part of the Business Service Team.”

	√
	Discretionary  Services
	Method for Delivery

	
	Customized Screening and Referral 
	

	
	Customized Fee-For-Service Employment Related Services
	

	
	Adult/Dislocated Worker Supportive Services
	

	
	Needs-Related Payments 
	

	
	Incumbent Worker Training


	

	
	Business Service Center

 
	

	
	Day Care Facilities


	

	
	Other:


	


Attachment E - Workforce Center Application for State Certification

Program Services Checklist
	Program Services
	CHECK ALL THAT APPLY

	
	Provide Information on and Referral to Program
	Intake/

Registration
	Eligibility   Determination
	Enrollment in Program and Referral to Program Activity

	WIA Title I Adult
	
	
	
	

	WIA Title I Dislocated Worker
	
	
	
	

	Wagner-Peyser Employment Service
	
	
	
	

	Veterans Employment Service
	
	
	
	

	Unemployment Insurance
	
	
	
	

	Trade Adjustment Assistance (TAA)
	
	
	
	

	Vocational Rehabilitation
	
	
	
	

	Secondary and/or Postsecondary Career and Technical Education 
	
	
	
	

	WIA Title II Adult Education and Literacy, State Adult Education, and Partnership for Adult Learning (PAL)
	
	
	
	

	Senior Community Service Employment Program
	
	
	
	

	WIA Title I Migrant Seasonal Farm Workers
	
	
	
	

	WIA Title I Job Corps
	
	
	
	

	WIA Title I Veterans
	
	
	
	

	WIA Title I Native Americans
	
	
	
	

	Community Services Block Grant Employment and Training
	
	
	
	

	Housing and Urban Development Employment and Training
	
	
	
	

	WIA Title I Youth Services
	
	
	
	

	WIA Title I Youth Opportunity Grants
	
	
	
	


Attachment E - Workforce Center Application for State Certification

Attestation

The Chair of the Local Workforce Investment Board (Chief Elected Official when the LWIB is the Operator) must attest to the following and affix signature below:

I,      , as Chair/CEO of the       Board affirm that to the best of my knowledge, information and belief, the One-Stop Operator named in this application has successfully met all of the requirements of the State Certification for Workforce Centers policy and documentation is attached hereto.

_________________________________________    Date: ________________________

(Signature of Chair/CEO)

_________________________________________

(Printed Name of Chair/CEO)
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