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Background: The Wagner-Peyser Act establishes a nationwide public employment service to match qualified workers with employers. Changes in coordination and funding have occurred as a result of amendments to the Wagner-Peyser Act, but the labor exchange service (bringing together individuals seeking employment and employers seeking workers) continues as the basic purpose and mandate of the Wagner-Peyser Act.  The Federal Unemployment Tax Act (FUTA) requires employers to pay a payroll tax to support the administration of Wagner-Peyser funded services.  

Action:  This state policy should be made available to all Wagner-Peyser staff, Workforce Center partners, and other interested parties.

Contact: Questions about this policy should be directed to Linda J. Weaver, Wagner-Peyser Administrator, (785) 296-2159, TTY (Hearing Impaired): (785) 296-3487, e-mail lweaver@kansascommerce.com.

Requests for technical assistance related to access to CICS should be directed to Wanda Gigger, Top Secret Administrator, (785) 296-6157, TTY (Hearing Impaired: (785) 296-3487, e-mail wgigger@kansascommerce.com
Attachments: 1) Non-Financial Agreement with Private Employment Agency
2) Non-Financial Agreement for Testing or Assessment

Wagner-Peyser Labor Exchange Services

Table of Contents

1I.
Background


1A.
Purpose


1B.
Goals


1C.
Objectives


2D.
Role in One-Stop System


3II.
Services to Employers


3A.
Self-Help Employer Services


31.
Labor Exchange Services (Self-Help)


52.
Workplace Information Services


5B.
Staff-Assisted Employer Services


51.
Outreach and Recruitment Services


52.
Labor Exchange Services (Staff-Assisted)


63.
Assessment, Testing and Screening Services


71.
Information on Department of Commerce services and programs


72.
Marketing Employer Services


8III.
Services to Job Seekers


8A.
Self-Help Job Seeker Services


81.
Career Resources


92.
Registration (Self-Help)


93.
Job Referral (Self-Help)


9B.
Staff-Assisted Job Seeker Services


91.
Assessment Counseling


102.
Assessment Interview


103.
Assessment Orientation


114.
Assessment Testing


115.
Career Guidance


126.
Employability Planning


127.
Job Referral (Staff-Assisted)


128.
Job Development Contact


139.
Job Search Planning


1310.
Job Search Resume Preparation Assistance


1311.
Job Search Workshop/Job Finding Club


1412.
Job Service Rapid Response Activities


1413.
Placed in Federal Training


1414.
Placed in Training


1415.
Referral to Employment


1416.
Referral to Supportive Services


1417.
Registration (Staff-Assisted)


1518.
Referral to Educational Services


1519.
Referral to Federal Training


1520.
Referral to Partner Services


1521.
Referral to Training


1622.
Referral to Unemployment Insurance Services


1623.
Referral to WIA Services


1624.
Tax Credit Eligibility Determination


1625.
Testing (Other)


1626.
Workforce Information Services


17IV.
Wagner-Peyser Performance Outcomes


17V.
Wagner-Peyser Use of Assessment and Testing


18VI.
Veterans Services


18VII.
Migrant and Seasonal Farm Worker Services


18VIII.
Reemployment Services


18IV.
Registered Apprenticeship


19V.
Federal Bonding Program


19VI.
Foreign Labor Certification Program


19VII.
Unemployment Insurance Work Test


20IV.
Job Seekers with Disabilities


20VIII.
Job Seekers with Language Barriers


20IX.
Labor Disputes


21X.
Discriminatory Job Orders


21XI.
Inappropriate or Fictitious Job Orders


21XII.
Private Employment Agencies


22XIII.
Independent Contractors





Wagner-Peyser Labor Exchange Services

I. Background

The Wagner-Peyser Act establishes a nationwide public employment service to match qualified workers with employers. Changes in coordination and funding have occurred as a result of amendments to the Wagner-Peyser Act, but the labor exchange service (bringing together individuals seeking employment and employers seeking workers) continues as the basic purpose and mandate of the Wagner-Peyser Act.  The Federal Unemployment Tax Act (FUTA) requires employers to pay a payroll tax to support the administration of Wagner-Peyser funded services.  

The term “labor exchange” for Wagner-Peyser federal reporting purposes encompasses referrals to job openings where an employer-employee relationship exists.  “Employer” means a person, firm, corporation, or other association or organization: (1) which currently has a location within the United States to which U.S. workers may be referred for employment, and which proposes to employ a worker at a place within the United States; and (2) which has an employer relationship with respect to employees as indicated by the fact it hires, pays, fires, supervises, and otherwise controls the work of such employee.

A. Purpose

The purpose of Wagner-Peyser labor exchange services is to bring together individuals seeking employment and employers seeking workers. 

B. Goals

The goals of Wagner-Peyser labor exchange services are as follows:

· Assist employers in filling job openings;

· Assist job seekers in finding employment;

· Facilitate an appropriate the match between employers and job seekers;

· Participate in systems to facilitate the exchange of workers between labor market areas and between states; and

Meet the work test requirements for the state's Unemployment Insurance compensation system.
C. Objectives

The objectives of Wagner-Peyser labor exchange services are as follows:

· Provide equity in services to all job seekers and employers regardless of age, race, sex, color, religion, national origin, disability, political affiliation, belief, or place of residence, except in accordance with legal requirements for priority service to veterans;

· Obtain only information from job seekers necessary to determine qualifications for employment and any additional information required by local, state or federal law;

· Accept valid affirmative action requests from employers to ensure a significant number of qualified job seekers from the target group(s) are included to enable the employer to meet affirmative action obligations
;

· Assess job seeker's work experience, training, interests, and job-related personal characteristics;

· Assist job seekers in making occupational choices, changes, or adjustments;

· Ensure job seekers referred to employers are suitably qualified for the job openings;

· Ensure no referral results in a monetary charge to the job seeker; 

· Provide job seekers with core services such as career guidance, workplace information, assessment, proficiency testing, and referral to supportive services; and

· Ensure referrals are not made to job openings where the services to be performed, or the terms or conditions of employment, are contrary to local, state or federal law.

D. Role in One-Stop System

Wagner-Peyser is a required partner in the One-Stop delivery system and is subject to the following provisions relating to such partners:

· Labor exchange services must be provided in the One-Stop delivery system in accordance with section 7(e) of the Wagner-Peyser Act;

· Wagner-Peyser labor exchange services must be represented on each Local Board and be party to a Memorandum of Understanding described at 20 CFR 662.300 addressing operational issues of the One-Stop delivery system; and 

· The state agency with responsibility for Wagner-Peyser labor exchange services must be represented on the State Board.

The One-Stop delivery system envisions a partnership in which Wagner-Peyser labor exchange services are coordinated with all other employment and training activities.  Wagner-Peyser labor exchange services may be provided though affiliate sites, or through electronically linked access points as part of the One-Stop delivery system, provided the following conditions are met:

· Wagner-Peyser labor exchange services must be available in at least one physical Workforce Center in the local area; and

· Memorandums of Understanding between the Kansas Department of Commerce and the Local Boards meet the requirements of WIA Sec. 662.300.

As part of a local Memorandum of Understanding, the Department of Commerce may agree to have public merit-staff employees receive guidance from the One-Stop operator regarding the provision of Wagner-Peyser labor exchange services.  Such guidance must be consistent with the provisions of the Wagner‑Peyser Act.  Personnel matters, including compensation, personnel actions, terms and conditions of employment, performance appraisals, and accountability of merit-staff employees funded under the Wagner-Peyser Act must be handled according to the requirements of the Kansas Civil Service Act and related regulations.

If someone other than a state merit-staff employee provides staff-assisted labor exchange services, to include services to veterans, these costs may not be charged against Wagner-Peyser funding. 

II. Services to Employers

Wagner-Peyser labor exchange services may be used for activities including recruitment services and special technical services for employers.  Wagner-Peyser labor exchange services shall be tailored to meet the needs of individual employers and the business community and through self-help, facilitated self‑help, and staff-assisted services.

A. Self-Help Employer Services

There are many self-help Wagner-Peyser services available to employers through KansasWorks.com, such as the following:

· Labor exchange services;

· Disability resource information;

· Unemployment tax account application;

· Veterans employment information;

· Workplace information.

1. Labor Exchange Services (Self-Help)

Employer may create self-help accounts for posting job openings and searching resumes on KansasWorks.com.  Employers who open self-help accounts are responsible for managing their own job orders.  Workforce Centers must make staff assistance available to employers who need assistance using self‑help accounts to recruit candidates for job openings.

To open a self-help account, the employer must complete a registration with information about their business.  The KansasWorks.com help desk will validate the information before the employer’s job order can be made available to job seekers and the employer can view job seeker contact information.  The validation is usually accomplished within 24 hours.  The following are information disclosure levels used to manage self-help job orders:

· All Information - Allows job seekers to view all employer contact and job opening information; 

· Blind Ad - Allows job seekers to view employer's e-mail address, but no other contact or job opening information; or 

· Search Only - Allows the employer to search and view job seeker skill comparisons and resumes, but job seekers may not view employer contact or job opening information.

Employers who use self-help accounts to post job openings through KansasWorks.com must adhere to the following policies or risk loss of access:

· Job openings may not be listed in KansasWorks.com by independent contractors or their agents, or for work‑at‑home, or commissioned pay positions unless these job openings meet the requirements set forth in the Fair Labor Standards Act and Kansas laws and regulations regulating employment
. There must be an actual employer relationship with respect to the employee as indicated by the fact the employer has the authority to hire, fire, pay, supervise, and otherwise control the work of such employee;

· Employers may not post job orders in KansasWorks.com for positions not currently available, as a source of sales leads, or anything related to network marketing or pyramid schemes;

· Various laws prohibit listing discriminatory job orders in KansasWorks.com except where the stated requirement is a bona fide occupational qualification
.  Employers must provide equal employment opportunities to job seekers without regard to race, color, religion, gender, age, national origin, or disabilities in compliance with federal and state laws;

· Neither the employer, nor agents of the employer, may charge a fee to provide a job seeker with access to job information listed in KansasWorks.com;

· Employers may not utilize job seeker information listed in KansasWorks.com for any reason other than filling their available positions;

· Employers may not sell or post job seeker information listed in such as names, addresses, telephone numbers, or resumes;

· Employers may not use KansasWorks.com to aid directly or indirectly in the filling of a job opening available because the former occupant is on strike or locked out in the course of a labor dispute, or filling the job is otherwise an issue in a labor dispute involving a work stoppage;

· Employers may not use KansasWorks.com to recruit agricultural workers from one locality within the state to another locality within the state unless transportation from the pick-up point to the place of employment and return each day is provided by the employer in accordance with the common practice of employers in the area;

· Employers may not use KansasWorks.com to recruit workers for employment if the wages, hours, or other conditions of the work offered are substantially less favorable than those prevailing for similar work in the locality;

· Employers are required to keep their job order and company information updated in KansasWorks.com.  Job orders containing out-dated, inaccurate, or inappropriate information will be removed; and

· Employers will be asked participate in KansasWorks.com surveys to gauge the value and effectiveness of services and to seek their advice on improving the services. Participation in these surveys is voluntary.

2. Workplace Information Services

KansasWorks.com provides employers with easy access to information such as local economic conditions, local labor market analyses, economic development initiatives, and workforce availability.

B. Staff-Assisted Employer Services

Each Workforce Center must make Wagner-Peyser staff-assisted services available to employers such as the following:

· Outreach and recruitment services;

· Labor exchange services;

· Assessment, testing and screening services; and

· Information on Department of Commerce services and programs.

1. Outreach and Recruitment Services

Outreach and recruitment is the process of locating qualified job seekers available for work, but not currently customers of the One‑Stop delivery system.  Outreach and recruitment should be provided when qualified workers are not available in sufficient numbers for existing and anticipated job openings. Outreach and recruitment activities should include contacting One-Stop partners and community and faith-based organizations within the local area.

2. Labor Exchange Services (Staff-Assisted)

Staff-assisted employer accounts are created because the employer wants their job orders managed in KansasWorks.com.  The employer should not be provided the user name or password used to create their staff‑assisted account.  If the employer changes an active staff‑assisted job order, it will convert to a self‑help job order.  The following are information disclosure levels used to manage a staff‑assisted job order:

· All Information - Allows the job seeker to view the employer's contact information and contact the employer directly; or

· Blind Ad - Does not allow the job seeker to view the employer's contact information.  Potential job seekers are screened and referred by Wagner-Peyser staff.

Complete instructions for writing job orders are contained in the America's ServiceLink Users Guide available through the KansasWorks.com Help Desk. Workforce Center managers should periodically check staff-assisted job orders to ensure they meet the following general guidelines:

· Job order must contain an adequate description of the duties and responsibilities of the job.  The job description should be grammatically correct, be spelled correctly, and should not be in all CAPITAL LETTERS.  

· Employer contact information should be entered in the Contact Information section, unless there is an absolute necessity to include it in the job description.  If employer contact information is necessary in the job description, it must be consistent with the Method of Contact section.  If the job seeker is instructed to apply online, the employer's web site address must be included in the Contact Information section.

· Job orders active in KansasWorks.com over 60 days, as well as those past the deadline for accepting referrals, should be reviewed with the employer to resolve referrals and determine if a job opening still exists.  If the employer still has a need for workers, the information should be updated and the job order activated. Only the order‑holding Workforce Center is authorized to change and update the number of positions available, referrals requested, and the job order status to the exclusion of all other Workforce Centers.

3. Assessment, Testing and Screening Services

A core activity of the workforce development system is assessment: measuring the skills of persons referred to employment workers.  All Workforce Centers should have the following tools available to assess, test, and screen job seekers:

· TapDance –A suite of skills assessment packages that includes tests in the following areas: 1) timed typing; 2) spelling; 3) 10-key format; 4) coding; 5) grammar; 6) proofing; 7) math; 8) filing; 9) data entry; 10) sorting; 11) Microsoft Word; and 12) Microsoft Excel.  

· Choices - Online career information delivery system that helps clients compare, connect and choose from a vast network of work and education options, effortlessly building powerful transition plans.   Validated assessments identify skills and increase self-awareness, helping clients make informed decisions. Tools for resume writing and interview practice help them prepare for their next transition. 

Some Workforce Centers also administer the CASAS
 Appraisal. This is booklet testing of basic reading and math skills used as a basis to begin a diagnostic assessment.  Staff must be certified by the Board of Regents to administer the CASAS Appraisal.

Wagner-Peyser staff may administer or monitor an employer’s testing or assessment procedures, as permitted by U.S. Department of Labor (USDOL) regulations, but may not make referrals or take any other action on the basis of the results.  A non-financial agreement (See Attachment B) should be negotiated with the employer prior to beginning the testing or assessment procedures to document the Workforce Center’s efforts to comply with the law.

1. Information on Department of Commerce services and programs

All Wagner-Peyser staff should have a general knowledge of all Department of Commerce services and programs and be able to provide this information to an employer.  This includes directing the employer to the Kansas Department of Commerce web site.

2. Marketing Employer Services

Wagner-Peyser staff should serve as primary agents in marketing services to employers.  Because other One-Stop partners also contact the employer community, it is important for Wagner-Peyser staff to coordinate locally to eliminate duplication of employer contacts.  One way to do this is to coordinate all employer contacts through KansasWorks.com. To qualify as an employer contact there must be one-on-one communication by phone or in person with the employer, or an employer's representative with authority to make hiring decisions.  The purposes of an employer contact may include the following: 

· Providing general information on Workforce Center services;

· Soliciting job openings;

· Obtaining results of referrals to job openings; 

· Determining if a job opening still exists when the job order is active over 60 days in KansasWorks.com, or past the deadline for accepting referrals;

· Providing workplace information;

· Promoting on-the-job training or work experience opportunities;

· Providing information on the employer's obligations under the Federal Contractor Job Listing (FCJL) program; and

· Promoting hiring special populations (i.e. individuals with disabilities, migrant and seasonal farm workers, minorities, older workers, persons with limited English, veterans, women, and youth).

The following activities do not constitute an employer contact and may not be recorded as such:

· Attending meetings or other events where multiple employers are represented;

· Contacting employers by e-mail or postal mail without measurable results connected to a specific employer; and

· Contacts initiated by the employer.

All employer contacts with must be documented in Kansas ServiceLink.  If an employer account does not exist, or the employer has only a self-help account, a staff‑assisted account may be created on behalf of an employer.  This account should be used to report the employer contact activity.  

III. Services to Job Seekers

Services to job seekers must be provided in all Workforce Centers based on the customer's choice of self-help, facilitated self‑help, or staff‑assisted service.  

A. Self-Help Job Seeker Services

There are many self-help services available to job seekers through KansasWorks.com. A job seeker may create a self-help account to receive services without seeking staff assistance. A job seeker may create a self-help account on KansasWorks.com to receive services such as the following:

· Conduct a job search;

· Receive e-mails on new job openings;

· Register for Wagner-Peyser labor exchange services; 

· Research career information; and

· Write a resume.

1. Career Resources

To maximize customer choice and to emphasize universal access, a Career Center must be available in each Workforce Center to provide, at a minimum, the following information and resources in a variety of media:

· Local, statewide, and nationwide job openings and workplace information;

· Information on training institutions, including courses offered, costs, and job placement performance;

· How to file a claim for Unemployment Insurance;

· Reference materials on jobs and careers, including newspapers, periodicals, and videos;

· Computers with the following software capabilities:

· Internet access to local, state, and national job openings

· Career-related information

· Information on available supportive services

· Interactive practice for job interviewing

· Resume preparation

· Tools for clerical proficiency testing and/or practice

· Word processing;

· Copiers, fax machines, and telephones; and

· Access to registration for staff-assisted services.

Staff assistance must be readily available in the Career Center to help job seekers utilize resources provided through self-help.  If the level of involvement increases from basic facilitation to assistance, the service is characterized as a staff-assisted service and must be recorded in Kansas ServiceLink.  The job seeker should self-register or be provided staff assistance to register for Wagner-Peyser labor exchange services and the type of service provided should be entered in the job seeker's records.  

2. Registration (Self-Help)

Any job seeker qualified to work in the United States may register for Wagner-Peyser labor exchange services without regard to place of residence, current employment status, or occupational qualification.  The self-registration process in the Workforce Center should be monitored to watch for job seekers wanting or needing staff-assisted services.  If the job seeker appears to be unable to complete the self‑registration process an assessment interview should be conducted.

3. Job Referral (Self-Help)

Job seekers with an active self-help account in KansasWorks.com may request referral to a staff‑assisted job order where the employer contact information is suppressed.  The job seeker's request for referral must be approved by the order-holding Workforce Center.  The employer's requirements are compared to the job seeker’s qualifications and the job seeker should be quickly notified of approval or denial through an appropriate method (e-mail, letter, or telephone).  When the request for self-referral is approved the employer is notified and the referral is posted to the job order.  The self-referral list found in Kansas Job Link should be worked on a daily basis to keep it current.  It is the responsibility of the Workforce Center Manager to monitor this activity to provide good customer service.

B. Staff-Assisted Job Seeker Services

Specific staff-assisted services Wagner-Peyser will provide by must be described in the local area Memorandum of Understanding.  These services may include as many of the following as practical, depending on the staff capacity in the Workforce Center:

1. Assessment Counseling

Assessment counseling means a seated interview between an individual job seeker and Wagner‑Peyser staff trained in case management (includes veterans services staff).  The purpose is to assist an individual job seeker to resolve issues related to occupational choice, change, or adjustment.  Assessment counseling focuses on a specific job seeker’s lack of educational achievement and/or basic skills proficiency, poor or erratic employment history, family problems, or other factors precluding full employment.  It may include providing assistance to inexperienced or untrained job seekers facing vocational choices and job seekers with barriers to employment.  

If a qualified case manager is not available at the Workforce Center, arrangements must be made for assessment counseling upon request or as needed.  The term “as needed” means it is recognized the job seeker would benefit from counseling and the individual is interested in taking steps to arrange for counseling.  Arrangements may include referring the job seeker to another convenient location or a case manager coming to the Center.

2. Assessment Interview 

Assessment interview means a seated interview or meeting between the individual job seeker and Wagner-Peyser staff to assess and document the individual’s suitability for a job or for a better job.  The assessment interview includes, but is not limited to, gathering and analyzing information about the job seeker’s work history, education, interests, needs for supportive services, barriers to employment, and eligibility for other services.  The information gathered should be analyzed in relationship to current labor market conditions to determine if the job seeker should continue to receive staff‑assisted job search assistance or be referred to other services.  The self‑registration process within the Workforce Center should be monitored to watch for job seekers needing or wanting staff-assisted services.  If the job seeker desires staff‑assisted services, or appears to be unable to complete the self‑registration process an assessment interview should be conducted. 

3. Assessment Orientation

Assessment orientation means a meeting with an individual job seeker or group of job seekers.  The purpose is to prepare the job seeker(s) for participation in assessment or testing services; to provide orientation to reemployment services for unemployment insurance claimants; or to provide general information about services available through the Workforce Center, as follows:     

· Orientation to assessment or testing services may include, but is not limited to, lecture or discussion, supervised practice, instruction in using answer sheets, and distribution and review of booklets, handouts, or any other information to prepare the job seeker for taking the assessment or test.  

· Orientation to reemployment services for unemployment insurance claimants may include, but is not limited to, lecture or discussion, distribution and review of booklets or other handouts, and a tour of the Career Center, demonstration of KansasWorks.com for resume building and job search, demonstration of self-assessment software, and instruction on locating and using workplace information.  The orientation must include the meaning of mandatory participation for unemployment insurance benefits to continue.

· Orientation to general information may include, but is not limited to, lecture or discussion, distribution and review of booklets or other handouts, tour of the Career Center, and a demonstration of KansasWorks.com.  The orientation may include pre-screening for eligibility‑based services and more specific information about access to and participation in those services.  

4. Assessment Testing

Assessment testing means a meeting with an individual job seeker or group of job seekers to administer a standardized means of measuring an individual's possession of, interest in, or ability to acquire job skills and knowledge.  Assessment testing also means any test or assessment instrument used to evaluate an individual for selection, referral, and/or participation in training or vocational counseling.
 The use of assessment tests by Wagner‑Peyser must be in accordance with the provisions and guidelines issued by the U.S. Department of Labor (see Wagner-Peyser Use of Assessment and Testing).  

The state requires the Kansas Competency System be used to evaluate basic skills and determine a need for remediation. Math and reading skills are measured and the results addressed in an individual service strategy that culminates in gainful employment.
5. Career Guidance 

Career guidance means an interview with an individual job seeker or group of job seekers to provide a wide range of information, material, suggestions, and advice intended to assist in career-related decisions regarding employment and training opportunities.  Career guidance focuses on information and activities related to exploring occupational choices such as the requirements of various jobs in terms of responsibilities, skills, knowledge, abilities, pay, and job location.  

Career guidance is distinguished from an assessment interview, assessment counseling, or job search workshops by the scope and focus as follows:

· Assessment interview - Focuses on gathering and analyzing specific information (as opposed to providing a wide range of information) about the job seeker’s work history, education, interests, need for referral to supportive service, barriers to employment, and eligibility for services.  

· Assessment counseling - Individual, in-depth activity conducted by Wagner‑Peyser staff trained in case management to focus on a specific job seeker’s lack of educational achievement and/or basic skills proficiency, poor or erratic employment history, family problems, or other factors precluding full employment.  This is different than providing a wide range of information.

· Job search workshops - Focuses on broad job search strategies and techniques, even though a specific career guidance section may be included.

6. Employability Planning

Employability planning means a seated interview or meeting with an individual job seeker who is determined not job-ready after assessment counseling or an assessment interview.
  The purpose is to develop a plan to improve the job seeker's employability by addressing identified barriers, thereby increasing opportunities for securing a job.  Employability planning may involve establishing primary and secondary employment goals and may include job search activities, education and training, and/or career exploration.  Education and training may include activities related to occupational training, English as a second language, basic skills, and computer literacy.  Career exploration may include assessment and testing, career research, and labor market research. 

7. Job Referral (Staff-Assisted)

Staff assisted job referral means a registered job seeker is referred by Wagner-Peyser staff to a specific job opening with a specific employer.
   Any Workforce Center may make a job referral to an active staff-assisted job order no matter the location. 

Identifying and selecting job seekers for job referral begins with an analysis of the job opening to determine the specific qualifications being sought by the employer.  Qualifications may include job‑related personal characteristics, pertinent knowledge, physical capacity to perform the essential job functions, skills requiring extensive training or practice, training, and work experience.  Job seeker qualifications are compared with the requirements of the job and are referred to the job openings, according to the number requested by the employer.  Job orders in Referred Status may not be referred to, except by Disabled Veterans Outreach Program specialists and Local Veterans Employment Representatives.  All job referrals must be entered in Kansas ServiceLink. 

When an employer is provided space within a Wagner‑Peyser supported facility to conduct interviews, a staff-assisted job order should be created in KansasWorks.com.  

8. Job Development Contact

Job development contact means contacting an employer on behalf of a specific job seeker when no suitable job opening is available in KansasWorks.com.  The purpose of the contact is to promote the job seeker and solicit an employment application or interview.  The job seeker should be appropriately assessed before making a job development contact.  Job development contacts must be documented in Kansas ServiceLink.  If an employer account does not exist, or the employer has only a self-help account, a staff‑assisted account may be created on behalf of an employer.  This account should be used to report the employer contact activity.  

9. Job Search Planning

Job search planning means Wagner-Peyser staff develops a plan for the job seeker's job search, in collaboration with the individual job seeker.  The plan includes the necessary steps and timetables to achieve a specific employment objective.  The job search plan may include, but is not limited to, a list of action steps related to various job search methods such as conducting Internet job searches, making direct employer contacts, monitoring newspaper and other ads, networking, and maintaining a record of activities, including thank-you letters and follow-up contacts.  Job seekers who participate in job search planning are typically job-ready.
 

10. Job Search Resume Preparation Assistance

Job search resume preparation assistance means the job seeker is provided instruction by Wagner-Peyser staff on the content and format of resumes and cover letters and provided assistance in the development and production of the same.  

11. Job Search Workshop/Job Finding Club

A job search workshop is designed to provide job seekers with information to improve their job search knowledge and skills.  Adequate time must be available to sufficiently address the subjects.  Workshops typically include six hours of active classroom time, although mini‑workshops on a single topic, or a combination of topics, may be shorter.  The workshop must include the following subjects, plus a follow-up period (at least one week) of structured, supervised activities where participants attempt to obtain jobs:  

· Self-assessment;

· Resume and cover letters development;

· Job search methods (including direct employer contacts, networking, thank-you letters, and follow-up contacts);

· Employment applications; and

· Employment interviews.

Job Finding Clubs are regularly scheduled open-entry/open-exit meetings hosted by the Workforce Center.  The purpose of the meetings is to provide support and information during the job search.  

12. Job Service Rapid Response Activities

Job Service rapid response activities are one or a combination of Wagner-Peyser labor exchange services designed to assist workers involved in plant closings or layoffs.  Services may be provided individually or in groups and include, but are not limited to, orientation to available training and/or referral to supportive services, workplace information, and participation in various activities in response to the layoff (for example, a job fair).  

13. Placed in Federal Training

Placed in federal training means a job seeker enters federally funded training following a referral to the training previously recorded in Kansas ServiceLink as Referral to Federal Training or Referral to WIA Services.  

14. Placed in Training

Placed in training means a job seeker enters training funded by state or local funds following a referral to the training previously recorded in Kansas ServiceLink as Referral to Training.  

15. Referral to Employment

Referral to employment means a job seeker is referred to a job opening listed on KansasWorks.com by a self-help employer.
  The service is provided as a result of the job seeker’s request for staff assistance.  Referral to Employment may also be the result of various types of staff-assisted job searches conducted by Wagner-Peyser staff during a seated interview or meeting with the job seeker.  The job search may be conducted in KansasWorks.com, America’s Job Bank or other electronic job board.  Job matching activity on behalf of the job seeker is recorded as a Referral to Employment when the job opening cannot have an actual referral recorded because it is not a staff‑assisted job order.

16. Referral to Supportive Services

Referral to Supportive Services means a job seeker is referred to an entity or organization that is not a One-Stop partner, either locally or as defined by WIA, because the services are not available from a One-Stop partner.
  Examples include, but are not limited to, food, shelter, health, transportation, veteran rehabilitation services, special services for individuals with disabilities, and financial counseling and services.

17. Registration (Staff-Assisted)

During the staff-assisted registration process, the job seeker may be instructed to provide initial information, after which additional information is gathered to complete the registration in either a group or one-on-one setting.  The self‑registration process should be monitored to watch for job seekers wanting or needing staff-assisted services.  If the job seeker desires staff‑assisted services, or appears to be unable to complete the self-registration process an assessment interview should be conducted.

To complete the staff-assisted registration process, the following will be accomplished:

· Review and analyze the information provided by the job seeker to ensure all qualifications for employment are adequately presented;

· Determine any needs the job seeker may have for career guidance, selective placement, or other services; 

· Give the job seeker any additional information needed to increase the opportunity for a job;

· Evaluate occupationally significant facts about the job seeker and classify them according to an occupational coding system; and

· Complete any other required information. 

18. Referral to Educational Services

Referral to educational services are designed to develop competency in basic literacy skills such as language, reading, math, and/or computer literacy, including programs leading to educational credentials such as GED, high school diploma, or other locally‑recognized or employer‑recognized credentials or certification, including a certificate of completion.

19. Referral to Federal Training

Referral to federal training means the training is paid with federally funded training.
  This may include Housing and Urban Development employment programs, Job Corps, Native American programs, and the Senior Community Service Employment Program.

20. Referral to Partner Services

Referral to partner services means the referral is to a One-Stop partner.  This may include a partner as defined by WIA or a local partner defined by a Memorandum of Understanding.
  

21. Referral to Training

Referral to training means the referral is to training paid with state or local funds. 
 

22. Referral to Unemployment Insurance Services

Referral to Unemployment Insurance services means a referral made to the UI Call Center or to information in KansasWorks.com about filing unemployment insurance.  The referral may be related to general or specific questions or problems regarding an initial claim, continued claim, appeal, or other unemployment insurance related issue.

23. Referral to WIA Services

Referral to WIA services means WIA Title IB funded the service.  

24. Tax Credit Eligibility Determination

Tax credit eligibility determination means Wagner-Peyser staff determines the job seeker's eligibility for the Work Opportunity Tax Credit or Welfare-to-Work Tax Credit Program and provides forms and instructions to the job seeker or employer to initiate the tax credit process.  

25. Testing (Other)

Testing (Other) means an interview or meeting between Wagner-Peyser staff and an individual job seeker or group of job seekers to administer a standardized means of measuring the individual's proficiency in specific job-related skills.  Proficiency testing includes, but is not limited to, computer applications, data entry, filing, grammar, keyboard, legal and/or medical terms, mail sorting, math, shorthand, spelling, ten-key, typing, and word processing.

26. Workforce Information Services

Workforce information services means the job seeker is provided information on business workforce information such as the following:

· Business identified skills needs;

· Business turnover rates;

· Economic development initiatives, 

· Employer wage and benefit trends;

· Identification of high growth and high demand industries;

· Industries, occupations, and characteristics of the workforce;

· Job creation;

· Job vacancies surveys; 

· Local economic conditions;

· Local employment dynamics information such as workforce availability; 

· Short- and long-term industry and occupational projections; and

· State and local labor market conditions.

IV. Wagner-Peyser Performance Outcomes

The following information is provided related to reporting performance:

When a reportable service is provided to a job seeker, the job seeker becomes a participant.  No formal eligibility determination is required.  Registration by itself is not a reportable service.  Anyone who self‑registers or is registered with staff assistance is considered an adult.   It is important to establish a system to coordinate with partners.  If a partner provides a reportable service this extends the date of exit for a Wagner-Peyser participant.  For example, if WIA services are provided to a Wagner-Peyser participant after the participant is hired, the exit date is extended.  This could affect performance outcomes.
 

The federal definition of a placement is defined to ensure statistical information is correctly reported.  Placement means the hiring by a public or private employer of an individual referred for a job or an interview, provided the all of the following specific actions are taken by Wagner-Peyser staff:
· Job order is documented prior to referral, except in the case of a job development contact on behalf of a specific applicant;
· Prior arrangements are made with the employer for the referral of an individual or individuals;

· Individual referred has not been specifically designated by the employer, except for referrals on agricultural job orders for a specific crew leader or worker;

· Placement is verified from a reliable source (preferably the employer) the individual had entered on a job; and

· Placement is appropriately recorded in Kansas ServiceLink.

Entered Employment means a job seeker unemployed the date they become a participant is hired by an employer.  Unlike a placement, there is no requirement for the job seeker to have been “referred” either directly or indirectly to the employer for credit for entered employment to be documented in Kansas ServiceLink.  Entered employment may or may not be related to specific actions or services delivered by Wagner-Peyser staff.  It is related to a Wagner‑Peyser participant having wages reported in the first quarter after program exit.  

V. Wagner-Peyser Use of Assessment and Testing

The use of tests or assessments by Wagner-Peyser must be in accordance with the provisions of the following:

 

· 29 CFR part 1627, Records To Be Made or Kept Relating to Age; Notices To Be Posted; Administrative Exemptions; 

· USDOL regulations on Nondiscrimination on the Basis of Handicap in Programs and Activities Receiving or Benefiting from Federal Financial Assistance, which have been published as 29 CFR part 32 at 45 FR 66706 (October 7, 1980); and

· 41 CFR part 60-3, Uniform Guidelines on Employee Selection Procedures.

The above regulations provide guidelines for the proper use of assessments, tests, and other selection procedures used as a basis for employment decisions including referral, hiring, promotion, demotion, and retention.  Wagner-Peyser may administer or monitor an employer’s testing and assessment procedures, as permitted by U.S. Department of Labor (USDOL) regulations, but may not make referrals or take any other action on the basis of the results.

VI. Veterans Services
Wagner-Peyser labor exchange services must be available to all job seekers, including veterans.  State Policy #2-06-00 Veterans' Priority, provides general guidance regarding the statute and scope of the Jobs for Veterans Act that requires priority of service for veterans (and some spouses) who otherwise meet the eligibility requirements for participation in Wagner-Peyser labor exchange services.  Priority will be provided to qualified veterans when referring individuals to job openings before making those openings available to non-veterans. Qualified job seekers will be referred in the following order:

1. Special disabled veterans; 

2. Other disabled veterans; 

3. Other eligible veterans in accordance with priorities determined by the U.S. Department of Labor; 

4. Certain spouses and other eligible persons; and

5. Non-veterans

VII. Migrant and Seasonal Farm Worker Services
Wagner-Peyser labor exchange services, including counseling, testing, and job and training referral services for migrant and seasonal farm workers must be provided qualitatively equivalent and quantitatively proportionate to services provided to persons who are not migrant and seasonal farm workers.  The Department of Commerce has established a system to monitor compliance with the federal regulations governing services to migrant and seasonal farm workers and to ensure they receive the full range of employment related services.  Comprehensive guidance to providing Workforce Center services and referrals to migrant and seasonal farm workers and processing complaints received from migrants and seasonal farm workers is contained in State Policy #4-03-00.

VIII. Reemployment Services

Since 2001, Kansas has received funding through an annual Reemployment Services (RES) grant to expand staff‑assisted reemployment services.  Because a large number of unemployment insurance claimants need reemployment services, and Wagner‑Peyser funding is limited, Workforce Centers target resources to ensure staff assistance is provided to claimants most in need of reemployment services to transition to new employment.  In previous years, each state was required to develop an annual RES Plan.  In Program Year 2005, the state is required to expend funds in accordance with the approved Kansas Strategic State Plan and State Policy #4-02-00 Providing Wagner‑Peyser services to Unemployment Insurance Claimants.

IV. Registered Apprenticeship

Registered Apprenticeship is career training providing an opportunity to learn and teach industry skills in an actual work environment.  Registered apprenticeship combines related theoretical instruction with on-the-job training under the supervision of a skilled worker.  The employer who hires and trains the apprentice is referred to as the “program sponsor”.  When an apprenticeship program sponsor lists a job order, it should be identified as Category C.  Further information on registered apprenticeship may be found on the Kansas Registered Apprenticeship Program website and in State Policy #2-09-00.

V. Federal Bonding Program
Whenever grant funds for the Federal Bonding Program are depleted, this program is authorized to charge costs to Wagner-Peyser.  When Wagner-Peyser staff issue a bond through the Federal Bonding Program this must be documented in Kansas ServiceLink.  Guidance to providing services and a description of the targeted groups is contained in State Policy #2‑07-00 Federal Bonding Program.

VI. Foreign Labor Certification Program

Whenever grant funds for the Federal Bonding Program are depleted, this program is authorized to charge costs to Wagner-Peyser.  Employers seeking foreign workers for temporary nonagricultural work should file for certification at least 60 days (but not more than 120 days) before the worker is needed.  Active recruitment of U.S. workers is required for the employer to show a good faith effort has been made to find qualified, able, and available U.S. workers.  To facilitate this, the Foreign Labor Certification manager initiates job orders in KansasWorks.com to recruit U.S. workers.   The Workforce Centers should encourage interested U.S. workers to apply for jobs for which they qualify.  U.S. workers who want to apply for these jobs must send their resumes directly to the Foreign Labor Certification manager who will screen and refer those who meet the employer’s minimum requirements.  The employer can reject U.S. workers only for legitimate non-discriminatory reasons.  

A permanent labor certification issued by the U.S. Department of Labor allows an employer to hire a foreign worker to work permanently in the United States.  As of March 28, 2005, the Department of Commerce is no longer responsible for receiving the initial filing of permanent non-agricultural foreign labor certification applications.  Employers must list their job openings for 30 days on KansasWorks.com through either a self-help account or posting a staff‑assisted job order.  In some instances, the Workforce Development Center may be contacted by attorneys or agents representing the employers rather than directly by the employers themselves.  These job orders are to be treated as regular job orders.  The employer is to provide minimum requirements for the job that anyone walking in the door would be required to have.  Nothing in the job order should indicate it has anything to do with an employer’s request for foreign labor certification.  Wagner-Peyser staff should actively recruit qualified, able, and available U.S. workers to refer to the employer.  If any employers refuses the referral of U.S. workers or places unduly restrictive requirements on the job intended to eliminate U.S. workers from being considered this should be reported to the Foreign Labor Certification Manager.  

Guidance to providing services to employers through the Foreign Labor Certification Program is contained in State Policy #2-02-00 Foreign Labor Certification Program.

VII. Unemployment Insurance Work Test

In accordance with KSA 44-705(a) of the Employment Security Law, all persons who file for Unemployment Insurance benefits, and are not otherwise excused, must register within seven days for Wagner-Peyser labor exchange services.  Failure to comply can result in loss of benefits.  Guidance to providing services to unemployment claimants is contained in State Policy #4-02-00 Providing Wagner‑Peyser services to Unemployment Insurance Claimants.

IV. Job Seekers with Disabilities
Each Workforce Center must designate a specialist to assist individuals with disabilities and this individual must be identified in the Local Workforce Development Plan for WIA and Wagner‑Peyser.  Wagner-Peyser staff at all levels of the organization must know and practice appropriate disability etiquette.  

Providing Wagner-Peyser labor exchange services may require an interpreter to be present because of a hearing impairment, language difference, or other communication barrier.  Guidance regarding full accessibility is contained in State Policy #1-12-00 Equal Access for Job Seekers with Disabilities.  Addition disability resources are available through KansasWorks.com
Counseling must be available to individuals with disabilities.  If counseling services are not available at each location, the designated specialist must arrange for counseling upon request and/or as needed.  The term “as needed” means it is recognized a job seeker would benefit from counseling and the individual is interested in taking steps to arrange for counseling.  

VIII. Job Seekers with Language Barriers
Persons with limited English proficiency (LEP) must be provided meaningful access to Wagner-Peyser labor exchange services.  If necessary, language assistance must be provided at no cost to the LEP person.  Guidance regarding assisting job seekers who have limited English proficiency is contained in State Policy #1-10-00 Discrimination Against Persons with Limited English Proficiency.  

IX. Labor Disputes 

A job seeker may not be referred to a job order that directly or indirectly aids in the filling of a job opening which is vacant because the former occupant is on strike, or is being locked out in the course of a labor dispute, or the filling of which is otherwise an issue in a labor dispute involving a work stoppage.  A job order may be taken from an employer if the order is for a vacancy not affected by the strike and anyone referred to the employer for said vacancy is notified the employer has an ongoing labor dispute involving other positions.

The Regional Director should be notified immediately of the existence of a labor dispute resulting in a work stoppage at an establishment involving a significant number of workers or involving multi‑establishment employers with other establishments outside Kansas.  The Regional Director shall notify the Commerce administrative office.  The Commerce administrative office should notify the USDOL Regional Office who will then advise others as necessary.  If a job order is received from an employer reportedly involved in a labor dispute involving a work stoppage the following actions must be taken:

· Verify the existence of the labor dispute and determine its significance with respect to each vacancy listed in the job order; 

· Notify all potentially affected One-Stop partners concerning the labor dispute; 

· Provide written notification to all job seekers who are referred to jobs openings not at issue in the labor dispute, a labor dispute exists in the employing establishment and the job opening to which the job seeker is being referred is not at issue in the dispute; and

· Continue full referral services when notification the labor dispute has been resolved is received and verified with the employer or the workers' representative(s).

X. Discriminatory Job Orders

All employers, regardless of whether they use a self-help account or request staff-assistance, must provide equal opportunities for job seekers without regard to race, color, religion, gender, age, national origin, or disabilities in compliance with federal and state laws.  Job orders on KansasWorks.com are subject to removal for violation of these laws.  

All job order information should focus on the job seeker's qualifications or requirements justified by business necessity.  While the job order may not contain discriminatory terms, the overall content of the job order may reveal intent to discriminate and should be considered along with the use of any specific terms.  

When a violation of equal employment opportunity and employment standards is suspected, the procedures described in State Policy #1-03-00 WIA Discrimination Complaint Processing Procedure, should be followed.  This policy covers all U.S. Department of Labor financially assisted programs, including Wagner-Peyser labor exchange services.  If doubt arises as to a particular job order possibly being discriminatory or inappropriate, questions should be directed to the local area EO Representative identified in the WIA Local Plan.  If further clarification is necessary, contact the Commerce Workforce Compliance Unit.

If it is determined the job order is discriminatory, KansasWorks.com staff or the Workforce Center manager, as appropriate, will notify the employer the job order cannot be accepted unless the discriminatory specification is withdrawn.  If the employer refuses to withdraw the specification, the employer will be notified all services shall be suspended until the discrimination issue is resolved.  

XI. Inappropriate or Fictitious Job Orders

Any job order listed on KansasWorks.com is subject to removal if the information is inappropriate or fictitious.  The procedures described in State Policy #1-07-00 Procedures for Reporting Suspected Program Fraud or Abuse, should be followed.

XII. Private Employment Agencies

The Wagner-Peyser Act allows referral of job seekers to private employment agencies so long as the job seeker is not charged a fee.  A non-financial agreement (See Attachment A) should be negotiated with the private employment agency to document the Workforce Center’s efforts to comply with the law. 

XIII. Independent Contractors

Job openings may not be listed in KansasWorks.com by independent contractors or their agents (e.g., customer cutters), or for work‑at‑home, or commissioned pay positions unless these job orders meet the requirements set forth in the Fair Labor Standards Act and Kansas laws and regulations regulating employment. There must be an actual employer relationship with respect to the employee as indicated by the fact it hires, pays, fires, supervises, and otherwise controls the work of such employee.  Wagner‑Peyser staff may provide labor market information to all interested parties, including independent contractors.

NON-FINANCIAL AGREEMENT 

WITH PRIVATE EMPLOYMENT AGENCY

	Workforce Center
	Name: ________________________________________________

	
	Address: ______________________________________________


 

Whereas, the _____________________________ (private employment agency) desires Wagner-Peyser labor exchange services (administered by the Kansas Department of Commerce) to provide job seeker referral services to its temporary help unit, the parties hereto do mutually agree as follows:

· In carrying out the terms and provisions of this agreement, neither party shall discriminate against any job seeker because of age, race, sex, color, religion, national origin, disability, political affiliation, or belief except in accordance with legal requirements for priority service to veterans;
· Either party may initiate negotiations at any time to change the scope of services to be performed hereunder.  Such changes, agreed upon by both parties, shall be incorporated by written amendment to this agreement;

· This agreement is non-binding and may be terminated at any time by either party by a simple written notice to the other party of the termination date;

· Both parties understand and agree neither party shall violate the spirit of this agreement entered into in the interest of enhancing the efficiency of both parties; and

· Neither party shall be liable to the other for any damages whatsoever arising out of this agreement.

 

The terms under which job seekers will be referred are as follows:

· Only job seekers qualified for the positions available will be referred;

· Job seekers will not be referred to positions made available due to work stoppage or labor disputes at the potential employer’s place of business; and

· At the time of referral, all job seekers will be informed a) the job is with a temporary help unit; b) the temporary help unit is a part of, or adjunct to a private fee-charging agency; and c) no placement fee or charge is to be made to the job seeker for accepting employment.

 

The private employment agency signing this agreement --

· Warrants neither it, nor any employer it serves will charge a fee or service cost to a job seeker who has been referred; and

· Will notify the Workforce Center when a referred job seeker fills a position.

 

SIGNATURES
 

IN WITNESS THEREOF, the parties hereto have signed and will execute this non-financial agreement as of the last date written below.

 

	PRIVATE EMPLOYMENT AGENCY

	REGIONAL DIRECTOR

	Signature:
	_____________________________
	Signature:
	_____________________________

	Typed Name:
	_____________________________
	Typed Name:
	_____________________________

	Date:
	_____________________________
	Date:
	_____________________________


Retain original at WFC.  Provide copies to private employment agency and State Wagner-Peyser Administrator.

NON-FINANCIAL AGREEMENT FOR TESTING OR ASSESSMENT

	Workforce Center: ____________________________
	Company Name: _____________________________

	Address: ____________________________________
	Address: ____________________________________

	City: _______________________________________
	City: _______________________________________

	Manager: ___________________________________
	Contact: ____________________________________

	
	Telephone: __________________________________

	
	E-Mail: _____________________________________


The company named above desires the Workforce Center to administer or monitor the following test(s) or assessment(s): 

The parties hereto do mutually agree as follows:

· The employer utilizing the test(s) or assessment(s) listed above is identified as the user.  

· The Workforce Center may administer or monitor the procedure, as permitted by U.S. Department of Labor (USDOL) regulations, but may not make referrals or take any other action on the basis of the results;

· In carrying out the terms and provisions of this agreement, neither party shall discriminate against any job seeker because of age, race, sex, color, religion, national origin, disability, political affiliation, or belief except in accordance with legal requirements for priority service to veterans;
· Either party may initiate negotiations at any time to change the scope of services to be performed hereunder.  Such changes, agreed upon by both parties, shall be incorporated by written amendment to this agreement;

· This agreement is non-binding and may be terminated at any time by either party by a simple written notice to the other party of the termination date;

· Both parties understand and agree neither party shall violate the spirit of this agreement entered into in the interest of enhancing the efficiency of both parties; and

· Neither party shall be liable to the other for any damages whatsoever arising out of this agreement.

 

SIGNATURES
 

IN WITNESS THEREOF, the parties hereto have signed and will execute this non-financial agreement as of the last date written below.

 

	COMPANY


	REGIONAL DIRECTOR

	Signature:
	_____________________________
	Signature:
	_____________________________

	Typed Name:
	_____________________________
	Typed Name:
	_____________________________

	Date:
	_____________________________
	Date:
	_____________________________


Retain original at WFC.  Provide copies to company and State Wagner-Peyser Administrator.
� Affirmative action means positive, result-oriented action imposed on or assumed by an employer pursuant to legislation, court order, consent decree, directive of a fair employment practice authority, government contract, grant or loan, or voluntary affirmative action plan adopted pursuant to the Affirmative Action Guidelines of the EEOC to provide equal employment opportunities for members of a specified group which for reasons of past custom, historical practice, or other non-occupationally valid purposes has been discouraged from entering certain occupational fields.





� � HYPERLINK  \l "Independent" ��Independent contractors� include custom wheat harvest cutters.


� Only limited exceptions to Title VII discrimination laws allow a company to hire employees based on their religion, gender, or national origin where those factors are "reasonably necessary to the normal operation of that particular business or enterprise". Questions about discriminatory job orders should be directed to the local area EO Representative identified in the WIA Local Plan.  If additional information or clarification is necessary, contact the Commerce Workforce Compliance and Oversight unit.





� Unlike labor exchange activities, labor market information may be provided to � HYPERLINK  \l "Independent" ��independent contractors�.





� CASAS - Comprehensive Adult Student Assessment System


� Information related to Proficiency Testing is included in � HYPERLINK  \l "testing" ��Testing (Other)� section of this policy.


� � HYPERLINK  \l "s1" ��Job Search Planning� (as opposed to Employability Planning) is conducted when a job seeker is determined job-ready and the purpose is to achieve a specific employment objective. 


� � HYPERLINK  \l "s2" ��Referral to Employment� (as opposed to Job Referral) means a job seeker is referred to a job opening listed on KansasWorks.com by a self-help employer.


� � HYPERLINK  \l "I3" ��Employability Planning� (as opposed to Job Search Planning) is conducted when the individual job seeker is determined not job�ready.





� � HYPERLINK  \l "OLE_LINK1" ��Job Referral� (as opposed to Referral to Employment) means a job seeker with an active self-help account in KansasWorks.com requests a referral to a staff�assisted job order where the employer contact information is suppressed.


� A referral to a One-Stop partner is recorded in KansasWorks.com as a Referral to Partner Services (as opposed to � HYPERLINK  \l "supp" ��Referral to Supportive Service�).


� � HYPERLINK  \l "test" ��Referral to Training� (as opposed to Referral to Federal Training) indicates the training is paid with state or local funds. 


� Referral to a non-partner should be documented in Kansas ServiceLink as � HYPERLINK  \l "supp" ��Referral to Supportive Services�.  


� � HYPERLINK  \l "I4" ��Referral to Federal Training� (as opposed to Referral to Training) indicates the training is federally funded. 
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