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I. Strategic Plan
A. Local Plan Development Process

Local Area II (LA II) is one of five Local Areas in Kansas designated by the Governor under the Workforce Investment Act (WIA).  LA II is comprised of the following seventeen counties in Northeast Kansas: Washington, Marshall, Nemaha, Brown, Doniphan, Atchison, Clay, Riley, Pottawatomie, Jackson, Jefferson, Geary, Wabaunsee, Shawnee, Douglas, Osage and Franklin.  

The  Chief Elected Officials Board (CEOB) and Local Workforce Investment Board (LWIB) of LA II has selected Heartland Works, Inc. (HWI) as the WIA administrator and One-Stop Operator.  As WIA program administrator, HWI has the responsibility for developing the local comprehensive two-year plan, which describes the policies, procedures, and activities to be continued in LA II under WIA.  

The LWIB provided an opportunity for public input into the LA II plan during the thirty-day period prior to submission to the Governor, including public comment as identified in Section 661.345 of the WIA regulations.  

Public notices have been published advising the general public and all One-Stop partners of the availability of the plan and how to receive a copy.  The public notice also advised of the LWIB meeting which will provide a public forum for comment on the plan.  The plan was available for review on the HWI website  www.heartlandworks.org.

LWIB members were provided an advance copy of the plan, and  an opportunity to comment.  The plan will be subject to approval at the June 22, 2005 CEOB and LWIB combined meeting. 

The LWIB meeting on June 22, 2005, will include a presentation of the plan components and provide an additional opportunity for public comment, including members of the LWIB, businesses, business organizations and labor organizations.

The LWIB and other interested parties and partners throughout the Local Area, including CEOs, have been involved in the plan development process.

The formal thirty-day comment process began April 15, 2005 when the plan was released to the public. Any comments received are attached to the plan for submission to the State.
B. Vision and Goals

The vision of the Kansas One-Stop system is to improve the state’s workforce and strengthen its economy by developing a demand-driven system of information and Workforce Centers  offering labor market data, providing access to career training and job placement services and serving as the connection between employers and qualified workers.

Central to accomplishing this vision is the empowerment of Local Boards to determine and respond to local needs.  The LWIB, elected officials, partner agencies and employers work together to meet the needs of local communities.  This approach is designed to create a truly integrated, demand-driven  one-stop system.

Reflecting the State vision, HWI’s vision for LA II entails the following components:

· Make local workforce investments link to economic development initiatives and local economic development agencies;

· Invest in high skill/high-wage career paths for growing and emerging industries;

· Streamline workforce development service delivery across partners;

· Use the one-stop, demand-driven delivery system to empower job seekers and maximize customer choice;

· Provide streamlined one-stop access and benefit points for employers; and

· Coordinate youth initiatives to maximize the availability of workforce development resources for youth most in need;

· Assure job seekers have equal opportunity to all available resources, programs and services through assertive monitoring and enforcement of the non-discrimination provisions of all federal, state and local laws.

· Assure job seekers with disabilities are afforded reasonable accommodations in all areas of services, programs, materials and resources.

As in the State vision, the local vision, for the next two years, calls for joint planning with all workforce partners, further integration of programs and continuously improving  performance.

The local vision will direct the efforts of partners on joint planning and development projects enabling us to continue pooling our resources, cross training staff, integrate informational databases and develop common intakes.  These efforts will strengthen the demand driven system.

HWI’s goals call for accomplishing the following over the next two years in LA II:

· Continue to connect access points for all one-stop partners and integrate them into the workforce development system;  

· Expand the coordination of services with providers in the areas of literacy, basic education and basic workplace skills development;

· Enhance the number of job seekers and employers who use the system, beyond current numbers accessing partner services and resources which including youth and at-risk groups;

· Increase the satisfaction level of job seekers and employers;

· Enhance the area’s economic development and the economic well being of its residents - especially those in distressed communities - coordinate strategic planning and evaluation of services with partners, ensuring continuous improvement of services provided to customers; 

· Continue regular monitoring of programs to ensure compliance with state and federal policies; and
· Strengthen the skill levels of the workforce, to enable the area to attract and take advantage of additional workforce investments from the economic development arena;

· Expand information and referral assistance to job seekers with disabilities on assistive, adaptive devices, consumer controlled employment/life skills organizations such as Centers for Independent Living, and nondiscrimination provisions of the Americans with Disabilities Act, Section 504 of the Rehabilitation Act of 1973, and other civil rights and equal opportunity employment rights.

C. Assessment of Labor Market Needs

LA II’s workforce investment system will target several key strategies for continued development and improvement over the next two years to meet the following workforce investment needs identified for the area’s businesses, job seekers and workers.

· Strengthen the linkages between the workforce development system and the area’s economic development entities;

· Target investments of workforce development resources into high-growth/high-skill/high-wage industries as well as emerging industries targeted for expansion;

· Expand the one-stop access point for employers, to access services which include but are not limited to: posting job vacancies and accessing resumes and applications; handling special recruitments; providing assistance in packaging tax credits and on-the-job, customized and other training resources to meet their needs;

· Monitor training initiatives to upgrade the skills of the Local Area’s labor force to meet the needs of current growth industries as well as emerging industries, new employers or expansions;

· Increasingly simplify the job search process through continuing to improve the tools for accessing job listings, completing applications and producing resumes; and

· Continue development and marketing of the LA’s system for job seekers to produce and post resumes and for employers to access them via the Internet, fax or telephone contacts through the one-stop;

· Assuring information is available in alternative format and reasonable accommodations are extended.

In addition, LA II is currently engaged in a pilot project, Kansas JobFit, in Shawnee County to provide employers with an innovative, web-based, soft-skills assessment tool to assist them with their hiring practices.  This project, pioneered by LA II’s WIB, was implemented in direct response to the LWIB realizing employers wanted employee assessments, which went beyond the traditional hard skills assessments currently on the market.  

Kansas JobFit objectively measures a jobseeker’s core competencies, behaviors and interests and then compares those results to previously identified “top performers” already on the employers payroll. Some of the soft skill areas measured include; energy level, assertiveness, manageability, attitude, decisiveness and objective judgment.  The assessment also evaluates verbal and numeric skills and reasoning abilities.  After a job seeker completes the assessment process, employers may use their assessment results, in combination with written applications and job interviews to determine how well the job seeker fits the established pattern of top performance for the company.

In June and July of 2005, the pilot project will be evaluated to determine the financial feasibility of incorporating soft skills assessment in to the Kansas JobLink system.

According to the Kansas Department of Labor, Labor Market Information Services: The Northeast Kansas Region (LA II) encompasses a 17 county area.  Major employment centers include Topeka, Lawrence, Manhattan and Junction City.  Major industries include services, trade and government.  The unemployment rate for this region has historically been stable, but higher than that of the state as a whole.  Total industry employment for the Northeast region is expected to increase 15.3 percent, for a total increase 41,720 by 2010.  The largest increase is expected in the service industry, with an employment increase of 21,260, or 21.9 percent.  Industry employment can be aggregated into goods producing and non-goods producing.  The Northeast region is similar to other regions in Kansas having more employment in non-goods producing industries than in the goods producing group. Goods producing industries include manufacturing, construction, agriculture, forestry and fishing and mining.  Non-goods producing industries include finance, insurance and real estate, transportation, communications and utilities, trade, services and government.  Services provided the largest proportion of employment in the non-goods producing group.  Employment in service is projected to be dominated by health services.  Manufacturing provides the largest proportion of employment in the goods producing sector.  

The skill levels of jobs are rising rapidly.  Occupations in demand now, and in the foreseeable future, require a working knowledge of computers, basic math and oral and written communication skills.  Even the most elementary entry level jobs involve entering and retrieving data from a computer system, reading and following instructions and communicating with coworkers and/or customers.  Employers in LA II have repeatedly indicated many workers today do not have the basic skills to keep up with the changes and demands of the job market.  In addition, employers often complain of the work ethic of potential employees.  Employers state that if they could hire a person who showed up for work on time everyday, with strong basic skills, they could teach them more difficult skills necessary.  

The job skills needed to obtain employment, now and in the future, are provided through the Workforce Centers, eligible training providers, on-the-job-training and work experience providers.  Training opportunities for occupations in demand in LA II will continue to be reviewed and approved by the LWIB.  Once approved, the information is available through Kansas JobLink. This Internet based job search engine contains not only the list of approved training providers, also relevant information on the training they offer: cost, timeframes for completion, type of training, qualifications and outcomes.

D. One-Stop Delivery System

The LWIB of LA II has developed a system of information and service delivery which is customer driven and designed to provide maximum choices in training, education, social services and economic development needed to make Northeast Kansas competitive in the 21st century.  The demand-driven system  serves as a means of centralizing workforce development services for the convenience of the customer, reduces duplication of services and procedures and provides direct linkages with economic development, business, education and related social services. This benefits job seekers and employers by providing  seamless, universally accessible and customer-driven services.  System performance is maximized through efficiency increases, duplication reduction and use of customer feedback for continuous improvement.

Since the One-Stop delivery system had been established in LA II prior to WIA, the LWIB, the chief elected official and the Governor agreed to certify Heartland Works as the One-Stop Operator.

The LA II One-Stop Delivery System includes five comprehensive Workforce Centers located in Junction City, Topeka, Lawrence, Manhattan and Atchison. All of these centers  provide the core services specified in the Workforce Investment Act Section 134(d)(2) and provide access to other programs and activities.  In addition to the partners mandated by law, the centers include partners who fulfill unique needs of the residents of the local community.  Each center has required partners present through co-location, shared offices, joint appointment scheduling, and/or electronic links.

The pooling of available resources is described in detail in attachments to the Memorandum Of Understanding (MOU) with each partner. MOUs are in the process of being re-negotiated with each of the partners for this two year plan.  MOUs are included as an attachment to this Plan.

LA II developed Workforce Centers and negotiated co-location with mandatory and other partners to pool resources from each partner and share operating costs of the centers.  The LWIB has chosen co-location of partners as being the most effective means of pooling resources and serving customers, however, does not limit partnership strictly to co-location.  Those partners who are unable to physically co-locate in the centers but are receiving benefits from the one-stop system through information services are obligated to contribute towards the operation of the one-stop system.  The method of determining each partner’s fair share is a cost allocation plan, which may be based on items such as square footage for co-located partners. 

A cost allocation plan has been developed for each Workforce Center in LA II.  The cost allocation plans  define core and intensive services provided, who provides them, which partner’s customers benefit from the service, the current status of service integration, and the level of integration expected. The cost allocation also includes the operating budget, defines each partner’s share of the budget and the means by which the partner’s share is determined. These plans guide the Workforce Centers and ensures integration of services, non-duplication, and pooling of resources.

In 1999 the State offered a competitive grant process for procurement of One-Stop operating funds.  HWI was the sole awardee for LA II.  This established LA II’s One-Stop System which has been certified by agreement between the CEOB, LWIB and the Governor per section 121. E of the WIA. 

HWI is the administrative entity and the fiscal agent for WIA funds in LA II. 

The LWIB is actively involved in the initial approval, ongoing assessment and continuous improvement of eligible service providers. The LWIB performs reviews of the eligible training providers to ensure criteria is being met.

The LWIB accepts initial applications, reviews and approves/disapproves  and forwards the list of eligible providers and programs to the state. Initial eligibility lasts twelve (12) to eighteen (18) months, based on methodology adopted by the state.

After initial eligibility the provider annually submits verifiable program-specific information to the LWIB which determines whether the programs meet the local performance criteria and  continue as a WIA eligible provider. 

HWI provides Individual Training Accounts (ITAs) for qualified adults and dislocated individuals in need of financial assistance to enable the customer to obtain the education and/or job skills necessary for employment.

ITAs are prepared by HWI’s Employment and Training Specialists after consulting with the client and training provider.  The ITA is used for the payment of tuition, books, fees and supplies. ITAs are issued on an annual, semester or class basis.  Service Providers are responsible for tracking the total amount of the voucher to assure the customer does not exceed the issued amount of the voucher. HWI will not provide ITAs for classes which customers previously failed while using an ITA. 

HWI will supply individuals with distinctive, quality information  concerning approved eligible training providers to assist the customer in choosing a training provider which best meets their educational needs. The Kansas JobLink system provides customers with a list of eligible training providers and statistical data which will document the service providers performance.  HWI has established the amount of ITAs for training to be limited to a total of  $3,000 per participant per year. Any exceptions to this amount must be approved by HWI administration who has the option to approve additional training expenditures based on need and performance. 

Other financial aid the individual is able to secure such as PELL or other grants, will be a factor in determining the actual amount of the ITA issued.

The ITAs may be used for education and job skills training to obtain specific skill certification leading to one of the occupations in demand in the labor market.

The Act under section 134(d)(4)(G)(ii) and Section 663.430 of the regulations provide, under limited circumstances, contracts for training (rather than ITAs) can be utilized, i.e. on-the-job  and customized training contracts.

If the LWIB makes the determination a gap in the local training system exists, a competitive Request For Proposal (RFP) process will be utilized. 

The LWIB may award grants and contracts for activities and services to various entities providing training essential to skill development for demand occupations and for other activities and services that enhance employment opportunities.

The HWI administrative staff is responsible for reviewing proposals submitted through the RFP process.  The staff present recommendations to the full LWIB for approval and final funding decisions.

There are several methods for expanding access to training, jobs and career services to faith-based and community organizations and to encourage them to become partners in the Workforce Centers.  Outreach through job-fairs, expositions, Chamber of Commerce events and economic development committees have been, and will continue to be, excellent avenues for attracting faith-based and community organizations to services provided in the Workforce Centers and for them to become paying partners.

As an alternative entity, the LWIB of LA II ensures an ongoing role for the unrepresented membership group in the local workforce investment system. LA II WIB ensures inclusion by several means which may include but not limited too:  input into the writing and implementation of the Local Plan and other policy development; entering good faith negotiations over terms of MOUs and inclusion in the development and on-going management of Workforce Centers. 

E. Adult and Dislocated Worker Services

Customers have access to WIA adult and dislocated worker employment and training services in each Workforce Center in LA II, including, but not limited to: 

· job search and placement assistance;

· follow up; 

· job referrals; 

· job development; 

· workshops/job clubs; 

· comprehensive assessment; 

· employment plan development; 

· group counseling; 

· individual counseling and career planning; 

· case management; 

· short-term prevocational services; 

· out-of-area job search expenses; 

· relocation assistance; 

· internships; 

· work experience; 

· occupational skills training;

· entrepreneurial training;

· job readiness training; 

· adult education & literacy activities; 

· customized training;

· accessible formats and reasonable accommodations; 

· on-the-job training; 

· supportive services.

These services are either provided directly through the Workforce Centers or through referrals to partner agencies who offer these services. 

The LWIB will ensure local rapid response activities comply with policies and procedures established by the Kansas Department of Commerce. LA II has a designated Rapid Response Coordinator who communicates directly with Kansas Department of Commerce staff, ensuring local activities are coordinated with statewide rapid response activities.  This person is responsible for coordinating Rapid Response activities with all required partner agencies and also updates the WARN database.

In the event  funds become limited in relationship to the anticipated population to be served (as determined by the LA II WIB), HWI will implement a priority system for intensive and training services.  The system is a first-come, first-served system.  If a customer needs services beyond the self-service core level and WIA staff will be providing the services directly, a WIA eligibility determination is completed.  If, during the intensive service process, it is determined training is appropriate for  the individual’s employment needs, a training service will be added.  If, at any point in the program year it appears all available funding has been obligated, a waiting list is implemented.  The waiting list contains a variety of applicant information which includes:  date of inquiry; name; contact information; potential eligibility status (adult, dislocated worker, 

etc.); veteran status; services and training providers of interest and potential begin date for training.  Populations on government assistance and low-income individuals will be given priority for the adult program.  Youth enrolled in the program will meet the definition of low-income and display barriers to their employment, unless served under the 5% barrier eligibility criteria.  Dislocated Workers/Displaced Homemakers will be served based upon confirmation of their eligibility for Dislocated Worker services.  All interested individuals  have access to core services offered in the Workforce Centers. Individuals in need of services beyond core are assessed for need, income level and suitability.  

Priority of service to veterans and other covered persons will be provided within the context of existing policies, operational management and related work processes. Veterans and other covered persons (as outlined in Kansas Department of Commerce, Business Development Division Policy #2-6-00) must meet WIA eligibility guidelines and if seeking adult funds, must meet the low income priority system, if in effect. In general terms, customers are served on a first come, first serve basis. As long as training funds are available, the individual is eligible, the training program they've selected is on the WIA Eligible Training Provider list and shows job demand and earning potential, they will be served. If training funds become limited and a waiting list has to be implemented, veteran's status will be reported at the time the individual's name is recorded on the waiting list.

F. Youth Services

LA II  provides a comprehensive year-round youth program. The LA II Youth Council provides guidance to the LA II WIB regarding continuous improvement of youth services.  The LWIB competitively procures providers for comprehensive year-round, WIA-funded, youth services. Agencies are encouraged to work together in submitting proposals ensuring the most effective comprehensive demand driven services are available for eligible youth. The Youth Council makes recommendations to the LWIB regarding award determinations and evaluations of such awards during the contract period to ensure quality performance. 

Comprehensive services include the following:

· An objective assessment of the academic levels, skill levels, and service needs of each participant; 

· Development of service strategies for each participant identifying an employment goal;

· Preparation for post-secondary educational opportunities, strong linkages between academic and occupational learning; preparation for unsubsidized employment opportunities and effective connections to intermediaries with strong links to the job market and local and regional employers;

· Information on the full array of applicable or appropriate services available through awarded youth providers and partners in the system;

· Referrals to awarded youth service providers if WIA eligible or other youth programs if not WIA eligible; 

· Coordination with educational agencies to implement strategies for dropout prevention and encourage post-secondary education and/or advanced training;

· Accessible formats and reasonable accommodations;

· Make opportunities for former participants to volunteer assistance to current participants in the form of mentoring, tutoring and other activities.

Year-round youth providers are required to include the following ten WIA mandated elements in their programs. This provision may be direct or through coordination with and referral to other resource agencies:

1. tutoring, study skills training, and instruction, leading to completion of secondary school, including drop-out prevention strategies;

2. alternative secondary school services;

3. summer employment opportunities that are directly linked to academic and occupational learning;

4. paid and unpaid work experiences, including internships and job shadowing;

5. Occupational skill training;

6. Leadership development opportunities, which may include community service and peer-centered activities encouraging responsibility and other positive social behaviors during non- school hours;

7. Supportive services;

8. Adult mentoring for the period of participation and a subsequent period, for a total of not less than 12 months;

9. Follow-up services for not less than 12 months after the completion of participation; and

10. Comprehensive guidance and counseling, which may include drug and alcohol abuse counseling and referral.

WIA funded services will be provided to eligible youth ages 14 to 21 as defined by the WIA. A minimum of 30% of WIA youth funds will be spent on out-of-school youth (school dropout or received high school diploma or GED but is basic skills deficient, unemployed or underemployed). Contract awards will take into consideration the provider's ability to serve out-of-school youth so the local area, as a whole, meets the 30% requirement.

LA II maintains a youth specific RFP list. The list includes all school districts in the area, prior and current youth providers and any community agency requesting to be added to this list. Recommendations for additions to the list come from a variety of sources, including, but not limited to, the Youth Council, staff, customers, current providers, partner agencies, etc. 

Part of the RFP criteria includes a requirement the proposed provider demonstrate prior success in serving youth with barriers to successful employment and training.  All proposed providers must describe the collaboration they participated in with other youth related entities in order to complete their proposals.  The thoroughness and effectiveness of this collaboration is part of the overall evaluation of each proposals.

Once a provider is awarded a contract, they are monitored by the LA II administrative staff.  Concerns with project management, operation and performance are addressed with the provider as they occur.  Contract renewals and/or future contract awards are dependent upon provider performance in all areas. 

Up to 5% of youth participants may be individuals who do not meet the minimum income criteria to be considered eligible youth, provided such individuals are within 1 or more of the following categories:

· individuals who are school dropouts;

· individuals who are basic skills deficient;

· individuals with educational attainment that is 1 or more grade levels below the grade level appropriate to the age of the individuals;

· individuals who are pregnant or parenting;

· individuals with any disabilities, regardless of nature or severity;

· individuals who are homeless or runaway youth;

· individuals who are offenders; and

· other eligible youth who face serious barriers to employment as identified by the local board as individuals who have one or more of the following:

· an IEP;

· below average grades;

· Poor attendance; 

· no vocational/employment goal;

· poor work history;

· has been fired from a job;

· is a person with a disability;

· limited English proficiency;

· attending an alternative school;

· attending a school with a higher than average dropout rate;

· insufficient credits to graduate compared to others.

Local Area II’s Workforce Investment Board defines an individual “who requires additional assistance to complete an educational program or to secure and hold employment” as one who has one or more of the following:

· an IEP;

· below average grades;

· poor attendance;

· no vocational/employment goal;

· poor work history;

· been fired from a job;

· learning/physical disability;

· limited English proficiency;

· attending an alternative school;

· attending a school with a higher than average dropout rate; and

· insufficient credits to graduate compared to others.

G.  Wagner-Peyser Services

Workforce Centers in Area II are a collaborative effort with the Local Workforce Investment Board providing leadership and direction. Participation of one-stop partners include: business, labor, the Kansas Department of Commerce, the Kansas Department of Labor, chief elected officials, the Kansas Department of Education, local school districts, Job Corps, Kansas Social and Rehabilitation Services, economic development entities, community based organizations, SER/SCEP, and others. These partners come together in a central location and provide a wide array of services to both job seekers and businesses.

In order to provide services in the most efficient manner, these partners have each entered into a Memorandum of Understanding with the One-Stop Grant Administrator, Heartland Works, Inc. These agreements provide a blueprint for collaboration and the daily operations of the One-Stop Centers.  They assure that there is no duplication of services and maximum use is made of all resources. 

Each customer who enters a One-Stop in Area II receives assistance based upon his or her individual needs. Services that may be provided include:

Job Search 

·  Computers in the Career Center are available for an individual to conduct a job search on the Internet, either on Kansas Job Link (the state website) or other web-based job search sites. The Career Center computers may also be used to search specific employer’s website as well as newspaper classified sections for help wanted advertisements.

· Additionally, hard copies of a variety of regional newspapers are available for customers.

Job Referral

·  Wagner-Peyser staff respond to the demands of employers and their current workplace shortages by actively recruiting individuals to meet the employers’ needs.

·  When a business has notified the Workforce Center about an available job opening or has placed a job order on Kansas Job Link, a representative can place a job referral for the customer. Wagner-Peyser staff make job referrals to individuals based on knowledge and relationships with business and the individual.

· As a Workforce Center representative is working with a customer, they can refer them to a job they believe is appropriate.

Workshops

· Area II Workforce Centers offer a variety of workshops to customers including: job search, resume preparation, mock interviews and job retention.

Career Guidance

· As representatives work with job seekers, they offer career guidance to enhance job seekers’ self knowledge and career awareness. Choices and Job Fit are two products currently used by WP and Heartland Works staff. Staff continues to seek resources that will better prepare job seekers for the world of work and to assure better job retention.

Resource Center

· Area II Workforce Centers have resource centers that include books, periodicals, and videos that customers can either use at the Center or check out to review at home

Assessments

· There are different career guidance assessments available for customers to complete. Once a customer has completed the assessments, representatives are available to review the results and interpret career goals with them.

· Typing, 10-Key and Data Entry Tests assess job seekers specific skills for positions that require these skills. Job Fit by Profiles, Inc. has been piloted in one Workforce Center. The assessment matches the soft skills of the individual to those required in the job. A number of businesses have made use of the pilot for Job Fit; however, long term retention rates have not yet been determined.

· Area II continues to seek appropriate assessments to better serve businesses. The goal is to offer a menu of appropriate assessments so the business can make a choice of most cost and time effective tool to enhance hiring decisions.

Resume/Cover Letter Assistance

· Representatives in the Workforce Centers are available to assist customers with preparing their resumes and cover letters. Special software is available for job seekers use and resume paper is provided as needed. Staff will critique resumes and offer suggestions for improvements as appropriate.

Copier/Fax Services

· Customers can take advantage of making copies of information related to job services as well as fax them to potential employers

Assistance with filing for Unemployment

· Customers may utilize either the phones or computers to file for unemployment and register on Kansas Job Link.

Re-employment Services (RES)

· Unemployment Services notifies the Workforce Centers of RES customers who require in-depth services. These customers are then provided with one-on-one assistance from a Workforce Center representative.

Any of the aforementioned services may be delivered via self-service, facilitated self-help service or staff assisted based upon the customers choice. Customers are greeted as they enter the Center, asked how they can be helped and then directed to the best mode of service for them. At any time during their visit, there are other partners available to assist the customer. 

A value-added focus with WP staff is to build a relationship (to the degree possible) with each job seeker and then refer them to additional services as appropriate. When job seeker customers are connected to added resources and services in the community, they make better employees who are more likely to remain on the job longer. 

In addition to referral of job seekers, Area II One-Stop Centers provide a vast array of services to employers. These services include:

· Kansas Job Link, a free job match and workplace information service for employers

· Employers can establish a self-service Internet account to manage their own job openings or a Workforce Center representative can manage the account.

· Once the account is set-up, job candidates can be sought through a resume search or the Workforce Center representatives can make referrals.

Recruitment Assistance

· Centers will post job openings online, on bulletins and can pass the information along to other partners.

· Accept applications for employers

· Prescreen applicants according to the employers’ criteria

·  Provide pre-testing in areas such as 10-key, data entry, Microsoft Word, and Excel

Job Fairs

· Employers are encouraged to use the Workforce Centers to host their job fairs. These fairs are widely advertised and provide a central location for jobseekers seeking employment. 

·  Workforce Center staff assists and participates in community Job Fairs with their local chambers and other business groups.

Employer Centers

· Area II has recently implemented Employer Centers, which are areas specifically designed to meet the needs of businesses. These areas include computers, fax machines, copiers, and interview centers. Also, there are display cases for business’ brochures and information pertinent to employers. Fact sheets providing information on other Department of Commerce products are displayed. Comprehensive training to help WP staff understand and promote additional products will be delivered across Area II.

· Area II is in the process of developing a strategic plan to enhance services to business. These services will likely include more Human Resources product lines including assistance with recruitment, retention and turn over, job descriptions, policy manuals, performance outcomes, and performance improvement consulting. Staffing patterns and job descriptions for a business services specialist will be developed with the anticipation that business services will be closely connected to the work of Regional Director.

· There is support from Chamber groups in several communities in Area II to develop an Employability Certificate using skill credentials and workplace behaviors. Workforce Center leaders will continue to examine best practices in Missouri, Michigan, and Illinois and move forward with a plan for Area II. 

· Workforce Centers also provide spacious conference rooms for employers to use for application acceptance, interviewing, meetings, testing, orientations, etc.

Rapid Response

· Workforce Centers provide employers with Rapid Response services for downsizing or layoffs.  These services are usually held on-site for the employer.

The KIT Project Manager from the Kansas Department of Commerce informs the Area II Regional Director and local Workforce Center Manager when a KIT grant has been rewarded to an employer in the area and provides them with the contact information for the business. The Regional Director and Workforce Center Manager then make contact with the business to provide the necessary information on all of the products and services available.

Local Area II uses several methods in disseminating WOTC and Federal Bonding program information. Brochures that are specially designed are readily available to anyone who uses the Workforce Center. This information is shared with all businesses when they visit the Workforce Center or simply call to inquire about services. For jobseekers, when appropriate, this information is given and explained to them.

Local Area II has a Kansas Registered Apprenticeship representative who visits area employers to inform them about the benefits of apprenticeship programs When a new Registered Apprenticeship is available, this representative informs all Workforce Center representatives and partners so that this information can be passed along to jobseekers.

This information is also available on the Kansas Department of Commerce’s website.

All Area II Workforce Centers are receiving new and updated signage posted in the lobby referencing veteran’s priority. Once customers enter the centers, they are asked if they are a veteran and if they would like to meet with a veterans’ representative. All veterans’ representatives are trained by a nationally recognized organization, NVTI to provide the best quality service to veterans.

Veterans and veterans’ representatives are provided with job orders, job postings, training opportunities and registered apprenticeship opportunities before these are made available to the general public.

Case management for veterans is assigned to a DVOP within the appropriate office. If a DVOP is not available, the assignment will then be given to a LVER. For each veteran in case management, the DVOP or LVER will conduct an assessment interview, formulate a plan of action, provide career guidance, coordinate supportive services, develop job opportunities, make referrals to training or jobs, and document these services in Kansas Job Link.

Priority of these services is given to special disabled veterans, disabled veterans, campaign badge veterans, female and minority veterans, veterans with barriers to employment and veterans of the Vietnam era. Case management records are kept for all veterans served including Individual Development Plan, Barriers to Employment, Plan of Action, and Goals, short and long term.

LVER and DVOP staff members contact Veterans’ Service Organizations (VSO) on a continual basis as part of their outreach programs. Information concerning veterans programs and initiatives is shared routinely between VSOs such as American Legion, Disabled American Veterans, and Veterans of Foreign Wars. DVOP staff provides outreach services at the Veterans Administration workforce office two days a week.

All Area II representatives provide services to individuals with disabilities, ex-offenders, youth, minorities and older workers, however, strong partnerships have been developed with agencies that focus on these individuals. These agencies assist the Workforce Centers in offering the best services possible, especially to underserved and hard-to-serve groups.

Individuals with disabilities: All staff received training from the office of Kansas Disability Concerns. Also, each Center has an accessible workstation that includes a large screen, large keyboard, etc.

Ex-offenders: Area II partners with the Kansas Department of Corrections and includes an offender re-entry program on site. Further partnerships with Corrections are being evaluated.

Youth: Job Corps is a key partner in this area. Additionally, one-stop centers partner with local school districts and technical colleges and schools.

Minorities – Workforce Center staff participate in diversity workshops sponsored by the city. Staff members serve on advisory boards like Job Corps Community Relations Council, that serve large numbers of minority populations.

Older Workers: Area II has worked hard to develop a partnership with SER/SCSEP, a workforce development program specifically designed to prepare older Kansas with competitive employment skills.

Migrant and Seasonal Farm Workers: Migrant and Seasonal Farm Workers have access to the multiple services at the Workforce Centers. MSFWs can complete an employment application or file a complaint for violations of the law. In addition, MSFWs can be referred to and provided other social services such as food stamp assistance, claims for jobless benefits, or counseling and training assistance.

Agricultural Employer Services: Agricultural employers are provided the full array of employer resources and services available through the One-Stop system, to include job postings and labor exchange information and services.

Labor exchange services provided to agricultural employers through the One-Stop system will include the following:

· Job development

· Applicant screening

· Customized screening of applicants

· Applicant testing

· Applicant referral

· Referral to other agencies providing employer services

· Access to direct entry of openings through the Kansas Job Bank and America’s Job Bank

· Access to job seeker resumes for employment opportunities

· Access to customized training programs and On-the-Job training programs

· Rapid Response to plant or business closures and significant layoffs

Agricultural employers can create and manage job orders, search job seeker resumes, and access useful occupational and labor market information.  Job order services available include:

· Automatic receipt of job seeker resumes via e-mail that match employer job order qualifications.

· Search for job seeker resumes:

· Employers may utilize the Quick Search feature on the KJL home page to preview active job seeker resumes by geographic location and keywords prior to log-in to their self-service account.

· Search all resumes:  employers may set criteria to search job seeker resumes utilizing geographic location, years of experience required, required education, type of employment, preferred shift, exclude candidates desiring temporary work, and travel required.  Employers may save these criteria and create a profile for subsequent resume searches.

· Search by type of job:  employers may search job seeker resumes utilizing keyword(s) that identify the job classification related to the job order.

· Save resume search profiles:  employers may search job seeker resumes based on the profile created and saved from an earlier search of all resumes.

Agricultural employers may choose one of three methods to display job orders.  These options are available on each order:

· An “all information” job order allows job seekers to view all employer contact information.

· A “blind ad” job order hides all employer contact information except the employer’s e-mail address.  Employer must have an e-mail address to use the display method.

· A “search only” job order is not viewable by job seekers.  However, employers are allowed to search job seeker resumes and view skill comparisons.

H. Performance Measures and Standards

HWI provides the fiscal and administrative functions for WIA services in LA II.  Fiscal and  administrative performance are measured by the annual audit and WIA performance standards respectively.  A “clean” audit reflects quality work from the fiscal department and exceeding performance measures reflects favorably on the administration.  Policies, procedures and actions are subject to review by the LWIB, CEOB, Kansas Department of Commerce and United States Department of Labor.

Eligible training providers for adult and dislocated workers are evaluated based on the following performance measures, program completion rates, placement rates and hourly wage rates for all participants and WIA participants. 

Attachment C

WIA Performance Standard Levels - Local Workforce Investment Area II

	Standard
	PY04 Level

	Adult Entered Employment
	71%

	Adult Employment Retention
	80%

	Adult Earnings Change
	$2300

	Adult Employment & Cred.
	60%

	DW Entered Employment
	76%

	DW Employment Retention
	88%

	DW Earnings Replacement
	80%

	DW Employment & Cred.
	60%

	OY Entered Employment
	65%

	OY Retention Rate
	81%

	OY Earnings Change
	$2100

	OY Credential
	52%

	YY Skill Attainment
	82%

	YY Diploma
	57%

	YY Retention
	67%

	Participant Customer Sat.
	74%

	Employer Customer Sat.
	72%


HWI is the One-Stop Operator for LA II.  In order to evaluate the one-stop system customer and employer satisfaction surveys are examined to ensure the best services are provided.  Questionnaires are located throughout the Workforce Centers to measure satisfaction of those not necessarily receiving training.  Input from partners is also an ingredient into the successful demand-driven, one-stop system.  

WIA services are evaluated based upon the 17 performance measures required by WIA Section 666.300 and are outlined in Attachment C.

The Kansas Department of Commerce (Human Resources at the time), LWIB and CEOB successfully negotiated, developed and set performance goals for all programs operated by the LWIB. Future performance goal levels will be negotiated between the Kansas Department of Commerce, LWIB and CEOB.  Future program year performance levels will be based upon upcoming performance negotiations with the entities outlined above.

II. Operational Policies and Procedures

A. Training Activities and Supportive Services

Core Services are divided into two categories:

Self-Service


Staff-Assisted

Self-Service:

· Outreach, intake and orientation to the information within the One-Stop system.

· Provision of employment statistics information.

· Provision of performance information and program cost information on eligible providers.

· Provision of local area performance on local area performance measures.

· Provision of accurate information relating to availability of supportive services.

· Provision of information regarding filing claims for unemployment compensation.

· Determination of whether customers are eligible to receive assistance.

· Initial assessment of skill levels, aptitudes, abilities, assistive/adaptive devices, reasonable accommodation and supportive service needs.

· Assistance in establishing eligibility for WtW activities and programs of financial aide not funded under WIA.

Staff-Assisted:

· Job search and placement assistance and where appropriate, career counseling.

· Follow-up services.

· Staff assisted job referrals (such as testing and background checks).

· Staff assisted job development (working with the employer and the job seeker).

· Staff assisted workshops and job clubs.

All adults and dislocated workers will be eligible for Core Services within the Workforce Centers in LA II.  Adults or dislocated workers receiving WIA funded staff-assisted core services are registered within the One-Stop system.




Core Services (Staff-Assisted - General) - In Local Area II, staff-assisted core services will

be tracked as a single group, assigned the activity code of 100.  

Core services include: 




· Job Search & Placement Assistance - staff assisted job search and placement activities are designed to provide individuals with support skills and information to support their occupational skills and work success.  This activity may include, but is not limited to, career counseling, exploring assistive/adaptive devices and/or reasonable accommodations, exposure to career information materials and/or instruction in self-presentation skills (completing applications, interviewing skills, etc.)

· Follow Up Services - follow up services, including counseling regarding the workplace, may be provided to customers who are placed in unsubsidized employment for at least 12 months after the first day of employment, as appropriate.  This might include discussing progress on the job, and discussing any problems that the customer might be experiencing.

· Job Referrals - WIA staff may screen customers by testing or conducting background checks before referring the customer to a potential job or when operating as an employer’s agent.

· Job Development -WIA staff work with both employers and customers to create or discover job openings and then market the customer to place him/her in that job opening.

· Workshops/Job Clubs - Workshops that may be designed to provide information and gain hands-on experience in using job-seeking skills, to provide strategies for removing barriers to employment, and to generally help prepare customers for work.



Intensive services include:

· Comprehensive Assessment

· Employment Plan Development

· Group Counseling

· Individual Counseling and Career Planning

· Case Management

· Short Term Pre-Vocational Services

· Exploring and accessing necessary assistive/adaptive devices/equipment

· Reasonable accommodations

· Out-of-area Job Search Expenses

· Relocation

· Internships

· Work Experience

Intensive services are available for those adults and dislocated workers who are unemployed/ underemployed and who are unable to obtain employment through core services, and have been determined to be in need of more intensive services in order to obtain/upgrade employment, or in need of intensive services to obtain and retain employment that allows for self-sufficiency.  Intensive services will be provided within the One-Stop system either directly by HWI or by contracts with HWI approved service providers.  In the event funds become limited in relationship to the anticipated population to be served, a priority system for intensive services will be implemented.

In LA II, intensive services will be tracked as a single group, assigned the activity code of 200.  

Intensive services include:

· Comprehensive Assessment - A comprehensive and specialized assessment of the customer’s skill levels and service needs.  This may include diagnostic testing and the use of other assessment tools, and in-depth interviewing and evaluation to identify employment barriers and appropriate employment goals.

· Employment Plan Development - Joint development of a complete Individual Employment Plan (IEP) by the customer and the case manager, identifying employment goals, appropriate achievement objectives and an appropriate combination of services to allow the customer to achieve his/her employment goals. IEP will identify necessary assistive/adaptive devices/equipment and reasonable accommodations which addresses employment barriers.

· Group Counseling - Group counseling provided to customers unable to find employment through core services alone.  This may include life skills workshops, workshops dealing with the world of work, or workshops to remove barriers to employment.

· Individual Counseling & Career Planning - One-on-one counseling to assist customers in setting realistic employment goals and 
developing the means to achieve them.  This may include helping customers deal with a variety of personal problems that occur during participation.

· Case Management - Case management is a process to determine an individual’s needs and develop a plan to meet those needs.  It involves assessment, planning, decision-making and problem solving.  It may involve frequent contacts, either in person or by phone, for the purposes of sharing information, making decisions, solving problems that may arise, monitoring progress and motivating the customer.  Case management is an ongoing process, depending on the needs of the individual.

· Short-term Prevocational Services - Services designed to help prepare the customer for unsubsidized employment or training.  These services may include the development of learning skills, communication skills, interviewing skills, punctuality, personal maintenance skills
and professional conduct.

· Out-of-Area Job Search Expenses - An allowance to help the customer find employment outside the normal commuting area.  May be used to pay for travel, lodging, and meals while attending job interviews and/or looking for jobs.

· Relocation - An allowance to help move an individual’s household due to employment or training outside the normal commuting area.

· Internships - Internships offer work-based training experience in a work setting.  There shall be an agreement with an employer to provide structured on-site exposure to work and the requirements for successful job retention.  Internships may be paid or unpaid, and in the private or public sector.  The administrative office must approve internships beyond 500 hours.

· Work Experience - Work experience is a planned, structured learning experience that takes place in a workplace for a limited period of time.  It may be paid or unpaid; and be in the private for-profit sector, the non-profit sector, or the public sector.  Work experience should be designed to promote the development of good work habits and basic work skills.  The administrative office must approve work experiences beyond 500 hours.

After receiving core and intensive services, including an interview, evaluation, assessment, and case management that determines them to be in need of training services and to have the skills and qualifications to successfully participate, WIA funds may be used to provide training services to adults and dislocated workers.  


Because funds available to provide training services in Local Area II are expected to be limited, individual clients are limited to a total of two years training for any one or combination of enrollments unless longer courses are determined and demonstrated to render significantly superior training and earning potential.  Further limitations of funding in relationship to the anticipated population to be served will result in the implementation of a priority system for training services.

Expenditure limits on training programs is $3,000.00 maximum per year unless approved by the administrative office.  On-the-Job Training (OJT) programs are exempt from the $3000 training services limit.

Training services include:

· Occupational Skills Training, Skills Upgrading/Retraining, Workplace Training

· Entrepreneurial Training

· Job Readiness Training 

· Adult Education & Literacy Activities

· Customized Training

· On-the-Job Training

As part of the employment plan development process, when customers and HWI staff are determining if training is necessary and appropriate for the customer to obtain or upgrade employment, an assessment of the customer’s financial situation will be conducted.  

Customers will be directed to establish their eligibility for federal financial aid to include Federal Pell Grants.  If the customer has not already completed the Free Application for Student Financial Aid (FAFSA) and submitted it to their training provider of choice, they will be instructed to do so.  HWI staff will assist in the acquisition and completion of this form if the client requests their assistance.

Prior to enrollment in training, the customer (with assistance from HWI staff) will examine all available sources of funding for the potential training program (excluding loans).  HWI staff will be in communication with both the customer and the financial aid officer of the training institution to coordinate all available sources of funding.  If required, existing authorization to obtain and/or release information forms as contained in Kansas JobLink will be utilized to facilitate this information sharing between the training provider and HWI.

Guidance regarding avoidance of duplication of payments and/or repayment of WIA funds upon receipt of federal financial aid is addressed on our ITA form.

HWI does not require customers to acquire student loans or incur personal debt as a condition of participation in a WIA sponsored training program.  If a customer chooses a program with a total cost, which exceeds all sources of federal financial aid and WIA assistance, they will be alerted to the amount of training costs for which they are personally liable and counseled to take the steps necessary to fulfill their responsibilities regarding loan repayment.  The client must be able to demonstrate they have a plan in place for loan repayment consistent with earning potential for the training occupation and personal budget needs.

· Occupational Skills Training, Skills Upgrading/Retraining, Workplace Training (300) Occupational skills training is basic or advanced training for acquiring skills in a specific occupation.  Instruction conducted in an institutional or worksite setting designed to provide or upgrade individuals with the technical skills and information required to perform a specific job or group of jobs such as auto mechanics, health services, or clerical training.  Includes job-specific competency training, job-specific school-to-specific training, and training for non-traditional employment.

· Skill upgrading/retraining is training provided to a customer who is unable to advance above an entry level or dead end job, or to prepare a customer for career employment.

· Workplace training consists of programs that combine workplace training with related instruction, which may include cooperative educational programs or private sector training programs.

· Entrepreneurial Training (301) - Training provided to individuals interested in starting their own business.  Training may include, but not be limited to, how to start a business, how to obtain the necessary permits and licenses, how to successfully run a business, and how to write a business plan.

· Job Readiness Training (302) - Job readiness training helps prepare customers for work by insuring they’re familiar with workplace expectations and they exhibit appropriate work behaviors and attitudes.  Training may include job retention and life skills training, remedial education and occupational, career and vocational exploration.

· Adult Education & Literacy Activities (303) - Educational instruction, particularly in basic skills, to raise an individual’s general competency level in order to succeed in vocational education or skill training programs, or employment.  Included here are educational services for customers in need of additional educational assistance to improve their general competence and develop their readiness for skill training or work..

Normally conducted in an institutional setting and designed to upgrade basic skills and prepare the individual for further training, future employment or retention in present employment.  Includes remedial reading, writing, mathematics, literacy training, study skills, English for non-English speakers, bilingual training and GED preparation (including computer-assisted instruction).

· Customized Training (304) -Customized training is designed to meet the particular requirements of an employer, with a commitment by the employer to employ, or in the case of incumbent workers, continue to employ, an individual upon successful completion of the training.  The employer will pay for at least 50% of the cost of training.

Customized training, as defined above for an eligible employed individual, may be provided for an employer when the employee is not earning a self-sufficient wage, as determined by LWIB policy.  A self-sufficient wage is one that allows an individual to be able to supply one's own needs without external assistance.  The customized training must relate to the introduction of new technologies, introduction to new production or service procedures, upgrading to new jobs, that require additional skills, workplace literacy, or other appropriate purposes identified by the LWIB.  The LWIB will review and make determinations on other appropriate purposes as customized training opportunities arise, which do not meet the criteria stated above.  

After each program year's performance information is compiled, reviewed and finalized, performance results for customized training providers will be disseminated to the WIA Employment & Training Specialists.

· On-The-Job Training (305) - On-the-job training provided by an employer to a paid customer while s/he is engaged in productive work that provides knowledge or the skills necessary to  fully and adequately perform the job.

The employer may be in the public, private non-profit, or private sector.  A contract may be developed between the employer and the local program that provides occupational training for the customer in exchange for the
reimbursement of up to 50% of the wage rate to compensate for the employer’s extraordinary costs of providing the training and additional supervision related to that training.  Employers are not required to document these extraordinary costs.

Employers who exhibit a pattern of failing to provide customers with continued long-term employment (at least 6 months), with wages, benefits and working conditions that are equal to those provided to regular employees similarly employed, will not be eligible for additional OJT contracts.

An OJT contract must be limited to the time required for the customer to become proficient in the occupation for which the training is being provided.  In determining the appropriate length of the contract, consideration should be given to the skill requirements of the occupation, the academic and occupational skill level of the customer, prior work experience, and the customer’s Individual Employment Plan.  In general, OJT contracts should not exceed 6 months and should be developed reflective of the local labor market needs and the career development of the customer.  Wages should meet or exceed the federal minimum wage level.

OJT contracts, as defined above, may be written for eligible employed workers when the employee is not earning a self-sufficient wage, as determined by the LWIB policy.  A self-sufficient wage is one that allows an individual to be able to supply one's own needs without external assistance.  The OJT must relate to the introduction of new technologies, introduction to new production or service procedures, upgrading to new jobs that require additional skills, workplace literacy, or other appropriate purposes identified by the LWIB.

After each program year's performance is compiled, reviewed and finalized, performance results for OJT providers will be disseminated to the WIA Employment & Training Specialists. Heartland Works may provide supportive services at a level that can successfully enable clients to complete and benefit from WIA training services.  A client’s financial need for supportive service will be reviewed prior to AAO approval of the supportive service.

As a part of the assessment and case management process, staff determines the client's ability to meet personal economic needs while in WIA training. All support payments are based upon this determination. As are other obligated funds, all support payments are contingent upon the availability of the funds in the Local Area and can be reduced or eliminated with notification to the client and at the discretion of HWI. Total support payments for an enrollment shall not exceed $2,250.00 for an individual without approval from HWI administration. 

Supportive services include:


· Transportation

· Child Care

· Emergency Payments

Supportive services description:

Total Support Services will be limited to $2,250.00.  This total amount includes Transportation, Child Care, Emergency Payments, Relocation and Other.  This does not mean that $2,250.00 is automatic.  HWI administrative staff review every supportive service request and make a decision based upon need.  

The term supportive services means services which are necessary to enable an individual eligible for training under WIA, but who cannot afford, nor is it available from another source, to pay for such services, to participate in a training program funded under WIA.

·   Transportation – Mileage will be reimbursed up to $.15 per mile with a $75.00 weekly maximum for those customers traveling over 100 miles per week.

·   Child Care – Customers may be eligible to receive up to $2.00 per hour for the first child and $1.00 per hour for each additional child that is not attending school full time.

·   Emergency Payments – Payments for non-recurring expenses can be made on behalf of or to a client if nonpayment prevents continued participation in planned training activities.  The need for these payments must be documented and the payments approved by the administrative office before payment is made.  Emergency payments will be included in the total supportive expense limitations.  A customer may have more than one emergency payment if such need is documented and justified and has approval of the administrative office.  Total supportive and categorical expense limitations can be waived if the client presents extraordinary needs that must be met for that client to successfully participate in and complete their WIA enrollment. 

To receive services within the One-Stop system, a youth must first be determined eligible for WIA services.

Youth Services include:

· Educational Achievement Services

· Summer Employment Opportunities

· Work Experience

· Occupational Skills Training

· Leadership Development Opportunities

· Supportive Services

· Adult Mentoring 

· Follow Up Services

· Guidance & Counseling



· Educational Achievement Services (400) - Activities aimed at assisting the customer in obtaining a high school diploma or GED.  Services may include tutoring, study skills training, and instruction leading to secondary school completion, including dropout prevention strategies.  Alternative secondary school is an alternative school, which offers a specialized, structured curriculum inside or outside of the public school system, which may provide work/study or GED preparation.

· Summer Employment Opportunities (401) - Summer employment must provide direct linkages to academic and occupational learning, such as coordinating with school systems and/or school-to-work, and may provide other elements and strategies as appropriate to serve the needs of the customer.  This service is not intended to be a stand-alone activity and should be part of a comprehensive strategy to address the youth’s employment and training needs.  Customers receiving this service must be provided with at least 12 months of follow up services.

· Work Experience (402) - Work experience for youth are planned, structured, learning experiences that take place in a workplace for a limited amount of time.  A work experience may be paid or unpaid and be in the private, non-profit, or public sectors.  They are designed to enable youth to gain exposure to the working world and its requirements, and to help them acquire the personal attributes, knowledge and skills needed to obtain a job and advance in employment.  Work Experience is limited to 500 hours and if paid, must meet (at a minimum) federal minimum wage requirements.  The administrative office may approve a work experience beyond 500 hours.

Work experiences may include the following elements:

· Instruction in employability skills or generic workplace skills;

· exposure to various aspects of a particular industry;

· progressively more complex tasks;

· internships and job shadowing;

· the integration of basic academic skills into work activities;

· supported work, work adjustment, and other transition activities;

· entrepreneurship; and 

· other elements designed to achieve the goals of work experience.

· Occupational Skills Training (403) - Basic or advanced training for acquiring skills in a specific occupation.  Instruction conducted in an institutional or worksite setting designed to provide or upgrade individuals with the technical skills and information required to perform a specific job or group of jobs such as auto mechanics, health services, or clerical training.  Includes job-specific competency training, job-specific, school-to-specific training’s and pre-apprenticeship training.

The training will frequently be provided at vocational institutions, high schools, proprietary schools, universities, colleges or community-based organizations.  The majority of training offered should cater to local job demands as outlined in the plan.

Training provided must be limited to occupations for which there is demand in the area served or in another area to which the customer is willing to relocate.  Consideration must be given to training in occupations determined to be in sectors of the economy, which have a high potential for sustained demand or growth.  Efforts shall be made to develop/utilize programs, which contribute to occupational development, upward mobility, development of new careers and overcoming sex stereotyping in occupations traditional for the other sex.

· Leadership Development Opportunities (404)

Leadership development opportunities are intended to develop the potential of youth customers as citizens and leaders.  Services may include:

· Exposure to post-secondary educational opportunities;

· peer community and service learning projects;

· centered activities; including peer mentoring and tutoring;

· organizational and team work training, including team leadership training;

· training in decision-making, including determining priorities; citizenship training, including life skills training such as parenting, work behavior raining, and budgeting of resources; employability;

· positive social behaviors (soft skills), which may focus on areas such as positive attitudinal development, self esteem building, cultural diversity training, and work simulation activities.

· Supportive Services (405) - Supportive services are to be provided to those youth customers that need such services to participate in the program.  These services may include:

· linkages to community services;

· assistance with transportation costs;

· assistance with child care and dependent care costs;

· assistance with housing costs;

· referrals to medical services; and

· assistance with uniforms or other appropriate work attire and work-related tool costs, including such items as eyeglasses, and protective eye gear.

· Adult Mentoring (406) - Mentoring services are to last at least 12 months, and may occur both during and after program participation.

· Follow Up Services (407) - All youth customers must receive some form of follow up services for at least 12 months after exit from the program.  The type of services provided are determined based on the needs of the customer.  For youth that participate in summer employment opportunities only, follow up services may be less intensive.  Follow up services may include: 

· The leadership development opportunities and supportive services listed above;

· regular contact with a youth customer’s employer, including assistance in addressing work-related problems that may arise;

· assistance in securing better paying jobs, career development and further education;

· work-related peer support groups;

· adult mentoring; and

· tracking the progress of youth in employment after training.

· Guidance & Counseling (408) - Comprehensive guidance and counseling, including drug and alcohol abuse counseling, as well as referrals to counseling, may be provided when deemed appropriate to the customer’s needs.  These services are primarily provided to assist youth in achieving employment-related success.
B. Monitoring Policies and Procedures

The Local Workforce Investment Board (LWIB) has monitoring policies in place that coincide with those monitoring policies developed by the Kansas Department of Commerce Workforce Compliance and Oversight Unit. 

The monitoring team has been assigned the task of conducting  in-depth monitoring activities.  

The administrative monitoring team consists of administrative staff with responsibilities in the following areas: 

· EO 

· Fiscal 

· Program Administration

· MIS

· Operations

· Any other members deemed necessary by LWIB and/or Exec. Dir.

In performing the internal monitoring duties the administrative monitoring team maintains complete objectivity and independence in completing the monitoring tasks. 

The Monitoring Team is responsible for the following:

· Setting up monitoring meetings;

· Explaining subject matters to be monitored and making assignments;

· Coordinating monitoring reports  into a final report; and 

· Distributing final report  
The scheduling of monitoring activities may vary due to the size or scope of the program activities being reviewed.  The monitoring team may choose to monitor a particular subject(s) more frequently if deemed necessary.  Each program year, the following activities may be monitored:

· Training Providers/ITA System/Procedures (annual re-certification process) 

· Eligibility Determination/Verification

· File Review/All Funding Streams



During a contract period the following will be monitored at least once:









· Youth Service Providers






· Youth Worksite Review

· Program Contracts








Upon completion of the monitoring activities, the monitoring team summarizes the reports and submits a final report to the Executive Director.  The monitoring team will take the appropriate action as specified in the report concerning recommendations and/or corrective action. 

The monitoring reports are presented to the Local Board and the Chief Elected Official (CEO) Board. The monitoring  team will maintain records supporting all review findings.
Each monitoring report will indicate if any corrective action is necessary.  If so, the team is responsible for ensuring all corrective action issues are completed per recommendations. 

Monitoring guides/checklists have been developed and are consistent with the information provided by the State Workforce Compliance and Oversight Unit. 

C.  Fiscal Controls

LA II’s fiscal policies and procedures may be found in the HWI’s Fiscal Procedures Manual, provided as a separate attachment.  This manual has been a working document since the early 1990’s and is updated as needed to meet the changing requirements for funding sources for which HWI administers.  The manual was developed to provide additional guidance to local area staff to meet requirements under:

· 29 CFR Part 95, Uniform Administrative Requirements for Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations, and with Commercial Organizations, Foreign Governments, Organizations Under the Jurisdiction of Foreign Governments and International Organizations

· OMB Circular A-122, Cost Principles for Non-Profit Organizations

· Kansas Department of Commerce Business Development Division Policies and Procedures 

· Workforce Investment Act (P.L. 105-220) and its Final Rules & Regulations (20 CFR part 652 et al.)

· Dept. of Labor’s One-Stop Comprehensive Financial Management Technical Assistance Guide – July 2002

The manual covers many fiscal issues including but not limited to the following:

a) Processing financial data and preparing reports to meet Federal and State policies and regulations

· Section V. The Accounting System: 

· HWI uses Fundware accounting software and maintains each funding source as an independent fiscal and accounting entity with a self-balancing set of accounts.

· HWI operates on an accrual basis, allowing for month-end accruals to be made prior to reporting

· Section VI. Allocating Expenses

· Allocation of indirect charges are based on time distribution ensuring “benefits received” methodology

· Section XV. Internal Controls

· Internal controls are established such that no one person is solely responsible for any of the following functions: cash disbursement, cash receipts, allocations, bank reconciliations, property management

b) Local reporting requirements

· Section XIV. Reporting

· Monthly fiscal reports are generated to include:

· State required reports for Federal reporting

· Local Board reports

· Indicate expenditures rates by funding stream and  whether cost limitation requirements are being met, budget vs. actual on operating budgets and field obligations reports

· Local management reports

· Indicate analysis of projected year end expenditure rates

c) Tracking of expenditures (to meet requirements such as minimum 30% OSY)

· Section XIV. Reporting

· Monthly fiscal reports track cost limitation requirements for the minimum 30% OSY requirement and the maximum 10% administration requirement.  Budgets are established at the beginning of the fiscal year such as to meet the requirements and monitored monthly as to actual expenditures.

· Section XVI. Allowable Costs/Categories/Limits

· This section addresses specific funding source limitations that require tracking.

d) Purchasing goods and services 

· Section III. Procurement

· Procurement standards are established for purchase of goods and services that are “reasonable and necessary”; standards ensure full & fair open competition, written documentation of procurement process, adheres to conflict of interest policies and encourages consideration be given to small, minority and female owned businesses

· Small purchase method – under $25,000 and contracts for less than one year

· Formal Advertised Competitive Method (IFB or RFP) - $25,000 or more and contracts longer than a year

· Noncompetitive Sole Source Method

e) Billing and payments

· Refer to Section IX. Disbursements

· All cash disbursements shall be properly documented and for reasonable, necessary and allowable expenditures only

· All disbursements shall be generated through the accounting system for tracking and reporting

· Invoices shall be properly cancelled upon payment to prevent duplication of payments

· Section X. Checks

· All blank checks will be kept in a secure place

· Two board approved signatures are required for all checks

· No checks allowed payable to “cash” and no signing of blank checks.

D. Complaint and Grievance Processes

If you desire to file a complaint, you should contact your employer and your Employment & Training Specialist at your nearest HWI office.  You may elect to pursue HWI procedures and Kansas Commission on Civil Rights (KCCR) complaint procedures simultaneously, or any other procedure under federal or local law.  If you chose to file a complaint through a system other than HWI, HWI time constraints shall not apply. 

Complaints alleging discrimination by race, color, national origin, age, sex, religion, disability, political affiliation or belief and citizenship, shall be filed directly with the US Department of Labor, Directorate of Civil Rights, 200 Constitution Avenue, NW, Room N 4123, Washington, DC 20210.  These complaints shall be filed within 180 days from the date of the alleged discrimination.

Any party wishing to file a complaint may do so by contacting your local HWI Representative, or the LA II HWI Administrative Office (610 SW 10th Street, Suite 210, Topeka, KS, 66612-1616, 785/234-0500) and explain your problem.  If the problem is not resolved satisfactorily to you, you may file a formal complaint by either completing a “Non-Criminal Complaint Form” or by simply writing a letter which contains your full name, address and telephone number (if any) of the person making the complaint; and the full name and address of the person and/or employer against whom the complaint is made; and a clear and concise statement of the facts, including pertinent dates, constituting the alleged violation; and the provisions of the Law, regulations, grant or other agreement(s) believed to have been violated.  It is important that your complaint include each of these elements, and that it be signed and dated.  You have one year from the date of alleged occurrence in which to file a complaint.

HWI and/or the local HWI Representative will be allowed ten (10) days after the complaint is filed to attempt  to informally resolve your complaint locally.  If no resolution is obtained and if there is a reasonable basis to believe that there may have been a violation of the Law, regulations, grant or other agreement, a formal hearing will be scheduled within thirty (30) days after the filing of your complaint.  If a hearing is scheduled, you will receive notice of the date, time and place where your complaint will be heard by a HWI hearing officer.  You should be issued a decision in writing within sixty (60) days of the date the complaint was filed.  

At any time throughout the complaint resolution process, you may choose to be represented by an attorney or a representative appointed by you.  You may bring witnesses and/or documentary evidence and request the hearing officer issue subpoenas to compel attendance of witnesses and/or the production of 
relevant documentary evidence.  You may amend the complaint at any time, prior to the State Review Process, by completing a revised complaint form or letter indicating what issues have been amended.  If you desire to withdraw your complaint or reschedule the hearing, you must notify the office that set the hearing.  Notification must be in writing.  Rescheduling of the hearing will be done only for good cause.  You may request records relevant to the issues to be resolved at the hearing be produced when such records or documents are kept by HWI or their contractors.  Any customer or employee may not be discharged or in any other manner discriminated against because such person has filed a complaint, or has testified, or is about to testify regarding any alleged violation.

If you are not satisfied with the decision issued or within sixty (60) days of the date the complaint was filed you do not receive a written response to 
your complaint you may request, in writing, that your complaint be reviewed by the Governor.  This request must be made within ten (10) days of the adverse decision or ten (10) days from the date the decision should have been issued.  The request for appeal shall be sent to the WCO Unit, 1000 SW Jackson Street, Suite 100., Topeka, Kansas, 66612-1354.  The request should contain the following information: full name, address and telephone number (if any) of the person requesting the appeal; date and location where the complaint was filed; date when the formal hearing was held; if a decision was issued, the reason why it is incorrect and should be reviewed or if a decision was not issued within sixty (60) days of filing the complaint, a statement of the date the decision should have been issued and that no decision was issued by that date.  Your complaint will be reviewed and you will be issued a written decision from the State within thirty (30) days of receipt of complaint.  The State decision is a final decision.

In the event the Governor does not issue a decision within thirty (30) days, all complainants will be afforded the right to submit a request for the Secretary of Labor to make a determination where in their opinion the Act and/or its regulations have been violated.  The complaint must be filed within ten (10) days from which a decision should have been received from the State.  The request must contain the following: the full name, telephone number (if any) and address of the person making the complaint; the full name and address of the respondent against whom the complaint is made; a clear and concise statement of facts, including pertinent dates, constituting the alleged violation; the provisions of the Law, regulations, grant or other agreement(s) under the Act believed to have been violated; a statement disclosing whether proceedings involving the subject of the request have been commenced or concluded before any Federal, State or local authority, and, if so, the date of such commencement or conclusion, the name and address of the authority and the style of the case; a statement of the date complaint was filed with the Governor, the date on which the Governor should have issued a decision, and an attestation that no decision was issued.

FOR FURTHER INFORMATION ABOUT YOUR RIGHTS, CONTACT YOUR NEAREST HEARTLAND WORKS, INC. REPRESENTATIVE OR:






Grievance Administrator






Heartland Works






610 SW 10th Street, Suite 210






Topeka, Kansas 66612






(785) 234-0500

Kansas Human Rights Commission






900 SW Jackson, 8th Fl.






Topeka, Kansas 66612






(785) 296-3206

US Dept. of Labor






Directorate of Civil Rights






200 Constitution Ave. NW






Washington, DC 20210






(202) 219-7026






US Equal Employment Opportunity Commission






1400 L St. NW, Suite 200






Washington, DC 20005






(202) 663-4900  or 






800-669-4000

Hearing Officer Qualifications:


Have no family affiliation or business affiliation with either the complainant or any person or entity named in the complaint.  As used in this policy, a person has a “family affiliation” if  (s)he is related by blood or marriage as mother, father, sister, brother, daughter, son, grandfather, grandmother, grandchild, aunt, uncle, great aunt, great uncle or cousin to, or cohabits with, any person or entity named in the complaint; and has a “business affiliation” if (s)he is a partner, shareholder, officer, employer, employee or contractor of any person or entity named in the complaint.


Possess substantial knowledge of the laws and regulations which govern resolution of the complaint.  As used in this policy, “substantial knowledge” means familiarity derived from administering the relevant laws and regulations as a required major component of employment, from being an attorney admitted to practice in Kansas or from prior experience as a hearing officer for matters related to the complaint.

Be committed to fairly evaluate the parties’ claims to determine the facts, and to recommend resolution of the complaint in an objective manner based on the facts and without bias or preconception.

HWI shall maintain a file listing available impartial hearing officers who fulfill the above criteria, which may include Heartland Works administrative staff.  The professional qualifications of each potential hearing officer shall be included in the file.  The hearing officer shall be selected by HWI so long as the complaint contains no allegation HWI has violated any applicable law, regulation, grant or other  agreement.

If HWI is prohibited from selecting the hearing officer, the 
selection shall be made jointly by the complainant and the primary target of the complaint, as follows:  each party shall select one representative, who shall jointly review the file of available impartial hearing officers and shall jointly select one person.  If the two parties’ representatives cannot agree on their selection, they shall each independently rank the available hearing 
officers by order of acceptability, and the one receiving the highest aggregate rating shall be selected as the hearing officer.  In case of a tie, the hearing 
officer shall be selected from among those tied, by means of a coin flip.

Procedures for Reporting Suspected Program Fraud or Abuse

Systematic procedures for reporting alleged instances of suspected or actual fraud, abuse, or criminal conduct in Workforce Investment Act (WIA) programs are described in this policy.  The scope of this policy encompasses actions by any staff ,officials, and program participants of recipients, subrecipients, and contractors.
To aid in the detection of fraud, program abuse, or criminal conduct, the following definitions are provided.  These definitions are neither fully inclusive nor restrictive of all activities that may be included under each activity:

 

Employee/Participant Misconduct - These actions include, but are not limited to, conflict of interest or the appearance of conflict of interest, involving outside employment; business and professional activities; the receipt or giving of gifts, fees, entertainment, and favors; misuse of Federal property; misuse of official information; and such other activities as might adversely affect the confidence of the public in the integrity of the government as well as serious violations of federal and state laws.

Fraud, Misfeasance, Nonfeasance or Malfeasance - Any alleged deliberate action, which appears to be in violation of applicable federal, state, or local statutes and regulations. This category includes, but is not limited to, indications of bribery, forgery, extortion, embezzlement, theft of participant checks, kickbacks from participants or contractors, intentional payments to a contractor without the expectation of receiving services, payments to ghost enrollees, misuse of appropriated funds, and misrepresentation of information in official reports, including failure to report outstanding debt(s) on application for Federal assistance.

Gross Mismanagement - Actions or situations arising out of management ineptitude or oversight, leading to major violations of the legislative requirements, regulations, or contract/grant provisions.  Such actions or situations have the potential to severely hamper the accomplishment of program goals, waste government resources, and jeopardize future support for a particular project.  This category includes, but is not limited to, unauditable records, unsupported costs, highly inaccurate fiscal reports or program reports, payroll discrepancies, payroll deductions not paid to the Internal Revenue Service (IRS), and lack of adequate internal control procedures.

 

Misapplication of Funds - Any alleged use of funds, assets, or property for purposes/activities not authorized or provided for by legislation or regulations, grants, or contracts.  This category includes, but is not limited to, nepotism, political patronage, use of participants for political activity, ineligible enrollees, conflict of interest, failure to report income from federal funds, violation of contract/grant procedures, the use of federal funds for other than specified purposes, and failure to report compromise of federal debt for IRS purposes.

Any report received in a written format and signed shall be accepted. Individuals designated to accept incident reports will be responsible for contacting the reporting party and obtaining information not included in the submitted report.

 

Incident reports are not intended to elicit reports only after a determination is made that an act or allegation is legally prosecutable.  Any act which raises questions of possible illegal expenditures or other unlawful activity should be reported immediately.

In accordance with federal regulations and the Kansas Whistleblower’s Act, no action will be taken against any employee, grantee, or contractor for disclosing information of criminal or improper activities or making a complaint to the proper authorities.  The reporting party’s identity will not be disclosed except where there is consent or it is determined that disclosure will be unavoidable during the course of an investigation.  

 

Heartland Works, Inc. shall designate an individual (or individuals) to receive and assist in the preparation of incident reports.  

 

Assurances are made to ensure an incident report is completed in its entirety and forwarded for processing to the Local Area designated official if the report is made to any other staff member.

 

Heartland Works, Inc. notifies employees and one-stop partners of availability of the Office of Inspector General (OIG)/USDOL Hotline for providing information confidentially. The OIG/USDOL National Hotline number is 1-800-347-3756.

 

The National Hotline was established for employees and the public. It may be used to notify the OIG of suspected fraud, abuse, or waste in any programs funded by the USDOL.  Information supplied via the Hotline should be as specific as possible to enable the OIG to identify and solve the problem.  

An emergency exists when immediate action is required to forestall impending loss or harm to an individual or organization related to WIA, Commerce, or a Local Area.  If it is determined an incident requires immediate attention, a telephone report should be made to the OIG to relate the necessary information, and the written report submitted as outlined in this policy. The OIG should not be contacted for resolving employee grievances, EEO complaints, labor disputes, or other personnel concerns.

U.S. Department of Labor (OIG)

Office of Investigations

PO Box 26125

Kansas City, MO  64196-6125

 Phone: (816) 426-2318

 The Kansas Department of Commerce Legal Counsel will assign staff and coordinate activities in response to an incident reported as directed by the OIG, Regional Administrator, Governor, Secretary, or Deputy Secretary of the Kansas Department of Commerce. 

E. Equal Opportunity and Affirmative Action

HWI recipients, including the LWIB, service providers, vendors, and subrecipients, will comply with the nondiscrimination and equal opportunity provisions of WIA Section 188 and its implementing regulations. HWI, as the administrative entity for LA II WIA activities, is the entity responsible for implementation of the WIA Equal Opportunity and Affirmative Action Policies developed by LA II’s CEOB and LWIB.

LA II LWIA activities will be implemented and governed in compliance with Equal Opportunity (EO) law as specified in the following:

· Fair Labor Standards Act of 1938;

· Kansas Minimum Wage & Hour Law;

· Equal Pay act of 1963 (as amended);

· Title VII, Civil Rights Act of 1964, 1991 (as amended);

· Executive Orders 11246, 11375 and 12806 of 1965, 1967 (as amended);

· Age Discrimination in Employment Act of 1967, 1978, 1986 (as amended; Sections 503 and 504, Vocational Rehabilitation Act of 1973, 1974 (as amended);

· Vietnam Era Veterans Readjustment Act of 1974 (as amended);

· Pregnancy Discrimination Act of 1978;

· Kansas Age Discrimination in Employment Act of 1983 (as amended);

· Immigration Reform and Control Act of 1986, 1990, 1996;

· Americans with Disabilities Act of 1990;

· Older Workers Benefit Protection Act of 1990;

· Wichita City Ordinance No. 38-407 (as amended);

· Kansas Act Against Discrimination (as amended);

· And all other applicable federal, state and local laws.

The above list is not intended to be all-inclusive and any specific exclusion is not intended.  Many of the applicable laws and regulations may duplicate in application to LA II entities.  Special appropriation bills are not specifically mentioned.

No individual shall be excluded from participation in, denied the benefits of, subjected to discrimination under, or denied employment in the administration of or in connection with any such program because of race, color, religion, sex, national origin, age, disability, or political affiliation or belief.

The purpose of these policies is to insure non-discrimination and equal opportunity in the provision of recruitment, training and other program activities and services.

HWI will requires all contractors to comply with Kansas and Federal laws regarding EO and related matters, in writing, to insure contractors do not discriminate against persons because of their race, religion, color, sex disability, national origin or ancestry, age, political affiliation, or belief.

All HWI services will be publicized, throughout the public media, thus affording all eligible persons an opportunity to participate.

Posters will be displayed at each Workforce Center and/or field offices providing information about non-discrimination and equal opportunity to customers.

Services will be provided at locations throughout the seventeen county area, thus providing convenient access to all eligible citizens in the area.

HWI has adopted a grievance procedure which is designed to establish a uniform policy and guidelines for consistent, fair, expeditious resolution of complaints, including discrimination complaints, by program customers and staff.

HWI will insure administration WIA program will be carried out in a manner consistent with EO laws and regulations.

The employment procedures specified in the HWI’s Employee Handbook provide for equal treatment of all persons.  The LA II also has complaint and grievance procedures for applicants, customers, staff members and the general public. 

All persons are encouraged to apply for jobs, seek further training, and all are afforded equal opportunity for development, advancement and security.

HWI shall comply with federal equal opportunity regulations in selecting program customers.  Applicant, customers and terminee information is recorded at the field offices through Kansas JobLink.  The records include, at a minimum, information on race/ethnic background, sex, disability status, age, and application status (i.e. eligibility, enrollment). 

Heartland Works, Inc. EO and 504 Officer is Sharon Beyer, MIS Coordinator, (785) 234‑0500 TDD Relay Number (800) 766-3777.

To compete for contracts Heartland Works, Inc. will maintain the following methods to provide opportunities for small and minority owned businesses, including those owned by women, to compete for procurement contracts.

· All special projects contracts will be awarded competitively through RFP’s .  The announcement of all RFP’s will be published in local newspapers throughout the LA and will be published in the Kansas Register.  In addition, RFP materials will be sent to all interested organizations, and be available in accessible format.

· A list will be maintained of interested organizations, and each RFP materials will be sent to the listed organizations.  The list will include all of the qualified organizations which can be identified.  Efforts will be made to identify entities particularly serving the interests of minorities and women, as well as qualified minority and women owned businesses.

· On-the-job training contracts will be entered into with businesses on the basis of needs of customers, and business owned by minorities and women will be utilized when they provide the type of placements needed.

HWI is committed to meeting its obligations under the Americans With Disabilities Act of 1990, Section 504 and other applicable laws.  HWI has completed an on site physical accessibility review of each of its offices in an attempt to identify issues of non-compliance which might preclude persons with disabilities from receiving the full benefit of our services, programs, and activities.  

For many years HWI has served individuals with diverse disabilities.  HWI staff works with a person to explore alternative agencies to assist them in attaining the occupational goal, upon request of the individual.

In addition, HWI will continue compliance with non-discrimination provisions as required by section 504 to make reasonable accommodations in any rule, practice policy or procedure, including maintaining a flexible intake, testing, and enrollment procedure to accommodate persons with disabilities and limited English speaking abilities.  This may encompass doing intake, testing, or enrollments at on-site locations convenient to individuals with disabilities and limited English speaking abilities, meeting with persons at other agencies such as SRS/Vocational Rehabilitation as well as other measures of the job-seeker’s choosing.


HWI shall provide equitable services to all individuals including but not limited to providing outreach efforts that broaden the composition of the applicant pool, to include members of both sexes, to include individuals of various race and ethic backgrounds, to include individuals of various age groups and to include individuals with disabilities and to include individuals with limited English speaking abilities.  The methods HWI will use to accomplish this include marketing our services using public media such as newspapers, radios and television; developing marketing and brochure pieces to specific programs to coordinate with a variety of other social service programs including Wagner-Peyser, SRS Voc. Rehab., NAACP, housing authorities and other such agencies.  In addition, HWI will hire field staff in each location sensitive to equitable services for all individuals and provide all materials in accessible format.
F. Information Systems 

The HWI Management Information Systems Department is responsible for tracking client and customer data in the areas of eligibility, demographics, services, exit and outcomes. Paperwork documenting client eligibility and progress for all WIA clients flows between the Workforce Center Staff and the administrative office on a weekly basis.

HWI utilizes the Kansas JobLink (KJL) system to record and store WIA participant data.  KJL is an internet-based, free job match and workplace information service for employers and job seekers in the state of Kansas.  Job seekers and employers in LA II utilize this system for their employment and training related needs.  HWI monitors these systems to assure all web-based programs are fully useable for and accessible to people with disabilities.

KJL includes an internet-based case management system, Service Link (SL), to track the progress of our WIA clients.  This case management system allows the Employment & Training Specialist access to a computerized list of client records, which contain a wide variety of client demographic, enrollment and outcomes data.  Access to computerized client records is restricted to a user specific identification and password.  WIA client information is stored in three places: SL, a secured field office participant file and a secured administrative office participant file.  

Adult and Dislocated Worker self-service core services are tracked through KJL for those customers who visit the Workforce Centers in person and create their own job seeker account.  Customers who create accounts and resumes online from locations other than the Workforce Center can also be tracked by the system.

For any Adult or Dislocated Worker WIA-funded service beyond self-service core service, an eligibility determination is completed.  Employment & Training Specialists complete an eligibility assessment with the customer, collecting all information required to determine eligibility for services, including all supporting documentation.  The specialist forwards the completed enrollment package to the administrative office for review and approval prior to the begin date for services.  Once approval is granted, all future customer services will be scheduled and tracked through SL and also through the participant file (both the Workforce Center file and administrative file).

For any Adult or Dislocated Worker customer who is going to advance to a training service, an employment plan is developed.  This plan includes customer assessment information, employment goals, self-sufficiency needs and supportive service needs.  In addition the Specialist is required to verify the program is on the WIA Eligible Training Provider list and adequate job demand/earning potential for the training.  A training request package is completed and forwarded to the administrative office for review and approval prior to the begin date for services.

Adult and Dislocated Worker attendance in services is tracked several ways.  For those customers receiving supportive services (mileage and transportation), a two-week timesheet is used.  For those customers not receiving supportive services, Employment & Training Specialists verify attendance and completion of services through direct communication with the service provider, certificates of completion, diplomas and/or degrees as needed.  In addition, Employment & Training Specialists complete written updates with Adult and Dislocated Worker customers on a regular basis.  The administrative office reviews all attendance methods outlined above.

Follow up to obtain adult and dislocated worker outcome information is conducted quarterly, utilizing report formats discussed below.

All customers who receive services under the youth program are determined and approved eligible before the receipt of services.  Employment & Training Specialists complete an eligibility assessment with the customer, collecting all information required to determine eligibility for services, including all supporting documentation.  The specialist then forwards the completed enrollment package to the administrative office for review and approval prior to the begin date for services.  Once approval is granted, all future customer services will be scheduled and tracked through SL and also through the participant file (both the Workforce Center file and administrative file).  Youth progress toward achievement of their goals is reviewed on a quarterly basis by the use of a written quarterly goal record.

Youth attendance in paid activities is tracked by a two-week timesheet.  For unpaid services, Employment & Training Specialists verify attendance and completion of services through direct communication with the service provider.  All youth are enrolled in 12 months of follow-up services upon exit from the program.  During this 12-month period, youth providers provide intermittent contact with the youth to determine continuing need for services and whether reactivation in the program is needed.

Follow up to obtain youth outcome information is conducted quarterly, utilizing report formats discussed below.

SL generates a variety of reports to facilitate case management and program operation.  Two reports used most often are: 

· Caseload (08) Report - Employment & Training Specialists review a Caseload Report on a regular basis to maintain and update client enrollment and outcome information.  This report may be downloaded in Microsoft Excel and sorted by a variety of data elements so that Specialists may examine caseloads based upon funding source, date of registration, date of exit, type of service, etc.  Periodic administrative office reviews of the Specialists work with regard to their Caseload report is done to ensure files are kept up-to-date.

· Soft-Exit Report - This online report alerts staff of records approaching 90 days with no service.  Its purpose is to prevent “soft exits” by the system.  The reports are reviewed by administrative office staff on a regular basis, and Specialists are alerted if a customer’s record shows up on the report.

Administrative office staff conduct in-house MIS client file reviews on an as-needed basis.  Review parameters are determined based upon the purpose of the review.  Topics of past reviews have included but are not limited to: eligibility, appropriateness of services, active participation in services, demonstrated pattern of regular contact with the client, file order and completeness and outcomes documentation.

WIA Federal Reports are available in SL on an ongoing basis and illustrate how the Local Areas are performing on established WIA performance standards.  

Approximately 6 to 8 weeks before the quarterly report is due to the federal government, administrative office staff runs the report and thoroughly review it.  Gaps and/or missing information are identified.  The report is distributed to the Employment & Training Specialists with detailed instructions on how to research the reports and submit the required information.  The administrative office staff review the reports submitted by the Specialists to ensure the information is reported in SL correctly. 

The administrative office communicates quarterly and annual report results to the Workforce Center staff as soon as available.  The administrative office conducts performance standard training on a regular basis to ensure all staff has the most current information available.

Equal Employment Opportunity (EO) Reports are also available in SL.  Administrative office staff review EO reports as needed to examine services provided to special populations.  Information is presented in aggregate form by gender, race, ethnicity, disability, veteran and older worker status.
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 SEQ CHAPTER \h \r 1COMPLAINT PROCEDURES AND COMPLAINANT’S RIGHTS
 SEQ CHAPTER \h \r 1Complainant’s Rights: If you desire to file a complaint, you should contact your employer and Heartland Works, Inc. Grievance Officer at the address below.

You may elect to pursue Heartland Works, Inc. procedures and Kansas Commission on Civil Rights (KCCR) complaint procedures simultaneously, or any other procedure under federal or local law.  If you chose to file a complaint through a system other than Heartland Works, Inc., Heartland Works, Inc. time constraints shall not apply. 

Complaints alleging discrimination by race, color, national origin, age, sex, religion, political affiliation or belief and citizenship, shall be filed directly with the US Department of Labor, Directorate of Civil Rights, 200 Constitution Avenue, NW, Room N 4123, Washington, DC 20210.  These complaints shall be filed within 180 days from the date of the alleged discrimination.

Complaints alleging discrimination on the basis of disability will be processed according to the procedures described below, except that the State shall render a decision on the case within 60 days of the filing of the complaint.  The complainant may file a complaint with the Directorate of Civil Rights within 30 days of the date of the State’s decision.  The complaint must be filed at Heartland Works, Inc. within 180 days from the date of the alleged discrimination.

How to File a Heartland Works, Inc. Local Level Complaint

Any party wishing to file a complaint may do so by contacting your local Heartland Works, Inc. Representative, or the Local Area II Heartland Works, Inc. Administrative Office (610 SW 10th Avenue, Suite 210, Topeka, KS, 66612-1616, 785/234-0500) and explain your problem.  If the problem is not resolved satisfactorily to you, you may file a formal complaint by either completing a “Non-Criminal Complaint Form” or by simply writing a letter which contains your full name, address and telephone number (if any) of the person making the complaint; and the full name and address of the person and/or employer against whom the complaint is made; and a clear and concise statement of the facts, including pertinent dates, constituting the alleged violation; and the provisions of the Law, regulations, grant or other agreement(s) believed to have been violated.  It is important that your complaint be signed and dated.  You have only one year from the date of alleged occurrence in which to file a complaint.

Heartland Works, Inc. and/or the local Heartland Works, Inc. Representative will be allowed ten (10) days after the complaint is filed to attempt  to informally resolve your complaint locally.  If no resolution is obtained, a formal hearing will be scheduled within thirty (30) days after the filing of your complaint.  You will receive notice of the date, time and place where your complaint will be heard by a Heartland Works, Inc. hearing officer.  You should be issued a decision in writing within sixty (60) days of the date the complaint was filed.  

At any time throughout the complaint resolution process, you may choose to be represented by an attorney or a representative appointed by you.  You may bring witnesses and/or documentary evidence and request the hearing officer issue subpoenas to compel attendance of witnesses and/or the production of relevant documentary evidence.  You may amend the complaint at any time, prior to the State Review Process, by completing a revised complaint form or letter indicating what issues have been amended.  If you desire to withdraw your complaint or reschedule the hearing, you must notify the office that set the hearing.  Notification must be in writing.  Rescheduling of the hearing will be done only for good cause.  You may request records relevant to the issues to be resolved at the hearing be produced when such records or documents are kept by Heartland Works, Inc. or their contractors.  Any participant or employee may not be discharged or in any other manner discriminated against because such person has filed a complaint, or has testified, or is about to testify regarding any alleged violation.

State Review
If you are not satisfied with the decision issued or within sixty (60) days of the date the complaint was filed you do not receive a decision resolving your complaint you may request, in writing, that your complaint be reviewed by the Governor.  This request must be made within ten (10) days of the adverse decision or ten (10) days from the date the decision should have been issued.  The request for appeal shall be sent to the Secretary of the Department of Commerce, 1000 SW Jackson St., Suite 100, Topeka, Kansas, 66612-5055.  The request should contain the following information: full name, address and telephone number (if any) of the person requesting the appeal; date and location where the complaint was filed; date when the formal hearing was held; if a decision was issued, the reason why it is incorrect and should be reviewed or if a decision was not issued within sixty (60) days of filing the complaint, a statement of the date the decision should have been issued and that no decision was issued by that date.  Your complaint will be reviewed and you will be issued a written decision from the State within thirty (30) days of receipt of complaint.  The State decision is a final decision.

Federal Review
In the event the Governor does not issue a decision within thirty (30) days, all complainants will be afforded the right to submit a request for the Secretary of Labor to make a determination where in their opinion the Act and/or its regulations have been violated.  The complaint must be filed within ten (10) days from which a decision should have been received from the State.  The request must contain the following: the full name, telephone number (if any) and address of the person making the complaint; the full name and address of the respondent against whom the complaint is made.; a clear and concise statement of facts, including pertinent dates, constituting the alleged violation; the provisions of the Law, regulations, grant or other agreement(s) under the Act believed to have been violated; a statement disclosing whether proceedings involving the subject of the request have been commenced or concluded before any Federal, State or local authority, and, if so, the date of such commencement or conclusion, the name and address of the authority and the style of the case; a statement of the date complaint was filed with the Governor, the date on which the Governor should have issued a decision, and an attestation that no decision was issued.

FOR FURTHER INFORMATION ABOUT YOUR RIGHTS, CONTACT YOUR NEAREST HEARTLAND WORKS REPRESENTATIVE OR:
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Grievance Administrator

Heartland Works

610 SW 10th Ave, Suite 210

Topeka, Kansas 66612
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(785) 234-0500


Kansas Human Rights Commission

900 SW Jackson, 8th Floor

Topeka, Kansas 66612

(785) 296-3206


US Dept. of Labor

Directorate of Civil Rights

200 Constitution Ave. NW

Washington, DC 20210

(202) 219-7026


US Equal Employment Opportunity Commission

1400 L St. NW, Suite 200

Washington, DC 20005

(202) 663-4900  or  800-669-40

ATTACHMENT E

Equal Opportunity and Affirmative Action

HWI recipients, including the LWIB, service providers, vendors, and subrecipients, will comply with the nondiscrimination and equal opportunity provisions of WIA Section 188 and its implementing regulations. HWI, as the administrative entity for LA II WIA activities, is the entity responsible for implementation of the WIA Equal Opportunity and Affirmative Action Policies developed by LA II’s CEOB and LWIB.

LA II LWIA activities will be implemented and governed in compliance with Equal Opportunity (EO) law as specified in the following:

· Fair Labor Standards Act of 1938;

· Kansas Minimum Wage & Hour Law;

· Equal Pay act of 1963 (as amended);

· Title VII, Civil Rights Act of 1964, 1991 (as amended);

· Executive Orders 11246, 11375 and 12806 of 1965, 1967 (as amended);

· Age Discrimination in Employment Act of 1967, 1978, 1986 (as amended; Sections 503 and 504, Vocational Rehabilitation Act of 1973, 1974 (as amended);

· Vietnam Era Veterans Readjustment Act of 1974 (as amended);

· Pregnancy Discrimination Act of 1978;

· Kansas Age Discrimination in Employment Act of 1983 (as amended);

· Immigration Reform and Control Act of 1986, 1990, 1996;

· Americans with Disabilities Act of 1990;

· Older Workers Benefit Protection Act of 1990;

· Wichita City Ordinance No. 38-407 (as amended);

· Kansas Act Against Discrimination (as amended);

· And all other applicable federal, state and local laws.

The above list is not intended to be all-inclusive and any specific exclusion is not intended.  Many of the applicable laws and regulations may duplicate in application to LA II entities.  Special appropriation bills are not specifically mentioned.

No individual shall be excluded from participation in, denied the benefits of, subjected to discrimination under, or denied employment in the administration of or in connection with any such program because of race, color, religion, sex, national origin, age, disability, or political affiliation or belief.

The purpose of these policies is to insure non-discrimination and equal opportunity in the provision of recruitment, training and other program activities and services.

HWI will requires all contractors to comply with Kansas and Federal laws regarding EO and related matters, in writing, to insure contractors do not discriminate against persons because of their race, religion, color, sex disability, national origin or ancestry, age, political affiliation, or belief.

All HWI services will be publicized, throughout the public media, thus affording all eligible persons an opportunity to participate.

Posters will be displayed at each Workforce Center and/or field offices providing information about non-discrimination and equal opportunity to customers.

Services will be provided at locations throughout the seventeen county area, thus providing convenient access to all eligible citizens in the area.

HWI has adopted a grievance procedure which is designed to establish a uniform policy and guidelines for consistent, fair, expeditious resolution of complaints, including discrimination complaints, by program customers and staff.

HWI will insure administration WIA program will be carried out in a manner consistent with EO laws and regulations.

The employment procedures specified in the HWI’s Employee Handbook provide for equal treatment of all persons.  The LA II also has complaint and grievance procedures for applicants, customers, staff members and the general public. 

All persons are encouraged to apply for jobs, seek further training, and all are afforded equal opportunity for development, advancement and security.

HWI shall comply with federal equal opportunity regulations in selecting program customers.  Applicant, customers and terminee information is recorded at the field offices through Kansas JobLink.  The records include, at a minimum, information on race/ethnic background, sex, disability status, age, and application status (i.e. eligibility, enrollment). 

Heartland Works, Inc. EO and 504 Officer is Sharon Beyer, MIS Coordinator, (785) 234-0500 TDD Relay Number (800) 766-3777.

To compete for contracts Heartland Works, Inc. will maintain the following methods to provide opportunities for small and minority owned businesses, including those owned by women, to compete for procurement contracts.

· All special projects contracts will be awarded competitively through RFP’s .  The announcement of all RFP’s will be published in local newspapers throughout the LA and will be published in the Kansas Register.  In addition, RFP materials will be sent to all interested organizations, and be available in accessible format.

· A list will be maintained of interested organizations, and each RFP materials will be sent to the listed organizations.  The list will include all of the qualified organizations which can be identified.  Efforts will be made to identify entities particularly serving the interests of minorities and women, as well as qualified minority and women owned businesses.

· On-the-job training contracts will be entered into with businesses on the basis of needs of customers, and business owned by minorities and women will be utilized when they provide the type of placements needed.

HWI is committed to meeting its obligations under the Americans With Disabilities Act of 1990, Section 504 and other applicable laws.  HWI has completed an on site physical accessibility review of each of its offices in an attempt to identify issues of non-compliance which might preclude persons with disabilities from receiving the full benefit of our services, programs, and activities.  

For many years HWI has served individuals with diverse disabilities.  HWI staff works with a person to explore alternative agencies to assist them in attaining the occupational goal, upon request of the individual.

In addition, HWI will continue compliance with non-discrimination provisions as required by section 504 to make reasonable accommodations in any rule, practice policy or procedure, including maintaining a flexible intake, testing, and enrollment procedure to accommodate persons with disabilities and limited English speaking abilities.  This may encompass doing intake, testing, or enrollments at on-site locations convenient to individuals with disabilities and limited English speaking abilities, meeting with persons at other agencies such as SRS/Vocational Rehabilitation as well as other measures of the job-seeker’s choosing.


HWI shall provide equitable services to all individuals including but not limited to providing outreach efforts that broaden the composition of the applicant pool, to include members of both sexes, to include individuals of various race and ethic backgrounds, to include individuals of various age groups and to include individuals with disabilities and to include individuals with limited English speaking abilities.  The methods HWI will use to accomplish this include marketing our services using public media such as newspapers, radios and television; developing marketing and brochure pieces to specific programs to coordinate with a variety of other social service programs including Wagner-Peyser, SRS Voc. Rehab., NAACP, housing authorities and other such agencies.  In addition, HWI will hire field staff in each location sensitive to equitable services for all individuals and provide all materials in accessible format.
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FISCAL PROCEDURES MANUAL

I. INTRODUCTIONtc "INTRODUCTION" - HEARTLAND WORKS PROGRAMS MUST MEET THE HIGHEST POSSIBLE STANDARD OF THE USE OF PUBLIC FUNDS


The purpose of this manual is to establish written procedures that Heartland Works will follow to maintain strict accountability to the U.S. Department of Labor (DOL), DOL Office of Inspector General, Office of Management and Budget, State of Kansas, independent auditors, and to the Local Area II Workforce Investment Board and Local Elected Officials.  Since Heartland Works maintains an internal accounting system, it is extremely important  these policies are followed, and continually updated to insure no fraud, abuse, or malfeasance is allowed to take place.  All financial transactions will be made in compliance with GAAP  (Generally Accepted Accounting Principles) for like agencies and will comply with State and Federal directives.


Heartland Works welcomes audits and strives to cooperate with auditors/monitors and is willing to make changes to these policies to insure the financial integrity of this company is maintained.  Fiscal integrity and accountability is of prime importance to Heartland Works.  This manual serves as a guide to our financial system and tries to explain our system in ordinary lay terms.


Heartland Works, Inc. also adopts the Kansas Department of Commerce’s Business Development Division Policies & Procedures Manual as guidance for items that may not be addressed in this manual.  Heartland Works is also governed by the requirements of OMB Circular A-122, 29 CFR Part 95 et al, and any other federal acts, rules & regulations applicable to the programs Heartland Works administers, specifically the Workforce Investment Act, its Final Rules & Regulations (20 CFR Part 652 et al.).


Heartland Works, Inc. may also be referred to as HWI throughout this manual.  Any reference to the Heartland Works Board of Directors is considered a reference to the Local Area II Workforce Investment Board and Local Elected Officials. The principles and procedures contained herein are subject to change in order to comply with any changes in federal or state policies.

II.  SEQ CHAPTER \h \r 2GENERAL POLICIEStc "GENERAL POLICIES"
A. INTERNAL CONTROLS - Financial duties and responsibilities shall be separated so that no one employee has sole control over cash receipts, disbursements, payrolls, checks, or reconciliation of bank accounts.   HWI does, however, reserve the right to reassign duties when employees are absent, so long as no one employee has complete control over the accounting systems.

B. RECORDS COMPLETED IN INK - All financial forms or records will be completed in ink or typewritten for the purpose of leaving an audit trail.

C. AUDIT TRAIL - All documents that support a financial transaction or general journal entry including vouchers, timesheets, budgets, canceled checks and reports will be maintained by Heartland Works and will be made available to all auditors and monitors for their inspection (see Section XII for record retention policy).

D. FISCAL DIRECTOR - The Fiscal Director shall be accountable to the Executive Director and Board of Directors (Local Area II Workforce Investment Board and Local Elected Officials) for Heartland Works’ fiscal and financial systems.  The Fiscal Director shall direct and set policies in relation to direct and indirect fiscal operations.

E. FINANCIAL ADVISOR - Heartland Works reserves the right to consult with a financial advisor (i.e. a certified public accountant) that is experienced in auditing and familiar with the U.S. Department of Labor and State of Kansas’ fiscal regulations.  However, a financial advisor will only be consulted based upon recommendation and approval by the Heartland Works’ Board of Directors and only after the proper procurement as outlined in Section III has been completed in selecting the financial advisor. 

F. FISCAL IRREGULARITIES - If independent/governmental auditors, staff, or others notice irregularities in the fiscal system, the Executive Director and/or the Board of Directors shall immediately place the Fiscal Director on leave with or without pay to investigate such irregularities.

G. NO COMMINGLING OF ACCOUNTING RECORDS - Under no circumstances will one fund pay the obligations of another fund.  All such funds or grants will be maintained separately without shifting or commingling of accounting records.

H. AMENDMENTS TO FISCAL MANUAL/DISTRIBUTION - This manual will be amended as needed and will be widely distributed among staff.

I. DISHONESTY BOND/INSURANCE - All staff members of Heartland Works including program and administrative staff shall be covered by a blanket employee dishonesty bond (may be included in the crime coverage policy of the general liability insurance policy).

J. CERTIFICATION REGARDING DEBARMENT/SUSPENSION - All procurement of goods or services more than $25,000 must have a “Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion Lower Tier Covered Transactions” (attached as Appendix W) attached to the contract.

K. CONTRACTUAL PROVISIONS ATTACHMENT tc "CONTRACTUAL PROVISIONS ATTACHMENT " \l 2 - All contracts entered into by Heartland Works should incorporate the contents of the Heartland Works Contractual Provisions Attachment (attached as Appendix X).


L.
BANK BALANCES IN EXCESS OF $100,000.00 - All bank accounts maintained by Heartland Works shall be with an FDIC institution.  Any balances in excess of $100,000.00 shall be automatically moved by the bank into the Heartland Works Sweep Account (see Appendix Y) to insure the funds are properly protected.


M.
The Fiscal Director will receive and review copies of all minutes of the Heartland Works’ Board meetings, note all items in the minutes relating to finance and take appropriate action.

III.  SEQ CHAPTER \h \r 3PROCUREMENT


This procurement section is broken down into the following areas:

· GENERAL PROCUREMENT POLICIES - This section describes procurement procedures that apply to all Heartland Works purchases or limitations that apply to specific dollar amount purchase thresholds.

· The remaining sections describe particular procurement methods including:



- SMALL PURCHASE METHOD



- FORMAL ADVERTISED COMPETITIVE METHOD




The formal advertised competitive method section includes: 1) a description of general policies that apply to both Invitations for Bids (IFB) and Requests for Proposals (RFP); 2) Specific policies that apply to IFBs; and, 3) Specific policies that apply to RFPs.  



- NONCOMPETITIVE (SOLE SOURCE) METHOD



- OTHER PROCUREMENT METHODS



- STANDARD RFP FOR PROGRAM SERVICE CONTRACT PROVISIONS



-SPECIAL PROJECT/PROGRAM SERVICE CONTRACT ADMINISTRATION

A. GENERAL PROCUREMENT POLICIES

1. KANSAS DEPARTMENT OF COMMERCE BUSINESS DEVELOPMENT DIVISION FISCAL POLICIES & PROCEDURES MANUAL  - The procurement of goods and services by Heartland Works shall conform to the Kansas Department of Commerce Business Development Division Fiscal Policies & Procedures.

2. 29 CFR PART 95 - The procurement of goods and services by Heartland Works shall conform to 29 CFR Part 95 (regulations pertaining to Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations, and with Commercial Organizations, Foreign Governments, Organizations under the Jurisdiction of Foreign Governments, and International Organizations). (Appendix A)

3. FULL & FAIR OPEN COMPETITION - All procurement transactions shall provide for full and open competition to acquire/lease the best supplies or services at the most reasonable cost.  Examples of factors that might be considered restrictive include: imposition of unreasonable requirements such as excessive bonding or unnecessary experience, organizational conflicts of interests, and any arbitrary action that favors particular bidders.

4. LIKE TREATMENT - All bidders must be treated exactly alike.  No preferential treatment or special consideration will be given to any particular bidder.  If any allowance is made to any one bidder the allowance must be given to all of the bidders.

5. DOCUMENTATION - Written documentation to support each step of the procurement process shall be retained on the procurement process of all goods and services purchased.  At a minimum, such documentation shall include: (a) basis for contractor selection, (b) justification for lack of competition when competitive bids or offers are not obtained; and (c) basis for award cost or price.

6. CONFLICT OF INTEREST POLICY - Procurement transactions for goods and services purchased by Heartland Works shall not violate Heartland Works’ Conflict of Interest Policy (attached as Appendix B).

7. APPROVAL FROM KDOC TO PURCHASE PERSONAL PROPERTY OF $5,000 OR MORE WITH A USEFUL LIFE OF MORE THAN 1 YEAR - Heartland Works shall obtain prior written approval from the Kansas Department of Commerce’s Fiscal Division for the purchase of tangible personal property with a unit acquisition cost of $5,000 or more and a useful life greater than one year.

8. PROCUREMENT AUTHORITY:  AUTHORIZATION OF CONTRACTS OVER $10,000  - The Heartland Works Board is authorized to purchase reasonable and necessary goods and services for the efficient operation of programs administered by Heartland Works provided that such purchases are within cost category limitations and budgeted levels and that any purchase and/or contract obligating Heartland Works to pay $10,000 or more annually will be reviewed and approved by the Heartland Works Board of Directors.  Routine WIA Eligible Training Provider and TAF Non-Custodial service provider payments of $10,000 or more (involving multiple customers) and tax payments do not need Board approval.  In the event purchases need to be made before the next regular meeting of the Heartland Works Board of Directors, the Executive Director or designee will obtain the opinions of the Executive Committee and any such purchase will be considered for ratification at the next Board of Directors meeting.

9. KDOC AUTHORIZATION OF PURCHASES WHEN ONLY ONE BID OR OFFER IS RECEIVED - Heartland Works will obtain review and approval from KDOC prior to awarding the bid when, in response to the solicitation, only one bid or offer is received.

10. NEEDS ASSESSMENT & WRITTEN COST ESTIMATE - Each procurement file should establish a need for the service or goods being acquired as well as a written independent estimate of what the service or goods are expected to cost prior to initiating the rest of the procurement process.  This could be as simple as a purchase order request from a staff person or a simple note to the file stating what the purchase will be used for and what the estimated cost is (unless the purchase is routine, such as electricity, withholding taxes, etc.).

11. CHOOSING PROCUREMENT OPTIONS - Based upon the written estimated aggregate cost of each purchase as required in III.A.10. above, the appropriate procurement option will be determined.

12. SPLITTING PURCHASES -  Intentionally splitting purchases for the purpose of circumventing a particular procurement option is not allowable. 

13. CONTRACTS AWARDED BY THE STATE DIVISION OF PURCHASES OR GAO CONTRACTS - Heartland Works may make purchases off of a state contract awarded by the State Division of Purchases or U.S. GAO purchases without any additional procurement practices.

14. PROPER CONSIDERATION TO SMALL, MINORITY AND FEMALE OWNED BUSINESSES - Proper consideration will be given to small, minority and/or female owned businesses.  Such consideration may occur by choosing such an organization in the case of tie bids.  In addition, Heartland Works will ensure that such businesses are solicited whenever they are potential sources.

15. PROTESTS - When a bidder believes that they were treated unfairly in the contract award process, a bidder may file a protest with the Executive Director who will then have ten days in which to reach an informal resolution of the protest.  Should the protest not be resolved within ten days, the bidder may submit in writing a protest to the Executive Committee.  The Executive Committee will then have thirty days to reach a decision.  No further appeals will be allowed.  This does not prohibit the bidder from seeking resolutions beyond that allowed by Heartland Works.  The State of Kansas and/or DOL shall review a complaint or protest regarding sub recipient contractors selection procedures only if the complainant furnished evidence that:




a)
All administrative remedies of the Executive Director and Executive Committee have been exhausted;




b)
The complaint involves a violation of federal law or regulation (federal jurisdiction); a violation of State law or regulation (State jurisdiction); or a violation of the Executive Director and Executive Committee’s protest procedures.




All parties, who submit proposals must be advised of their right to dispute matters related to the procurement process, therefore, it will be Heartland Works’ policy to include the above complaint procedures in all requests for proposals and invitations for bids.  Should a small purchase bidder have a complaint, a letter will be forwarded to the bidder explaining the complaint procedure.

16. ARMS-LENGTH NEGOTIATIONS - All bidders will be treated at "arms-length" to assure that services or goods solicited are delivered at the cost offered.  No "under the table" favors will be tolerated.

17. CONFIDENTIALITY - The procurement process will be completely confidential.  Staff members involved in the process will not disclose information regarding the procurement process to outside sources of any kind.  The number and names of bidders should not be disclosed until after a contract is awarded.  Likewise, no information regarding a bid may be disclosed.

18. COST REIMBURSEMENT CONTRACTS - Heartland Works will, in most cases, use a cost reimbursement agreement for contracting with special project service providers.  However, contracts and agreements between Heartland Works and any unit of government (state or local) or any other entity organized principally as the administrative entity for a service delivery area or sub state area will be cost reimbursable only with the exception of Individual Referral Agreements and/or WIA Eligible Training Provider agreements with schools that may be part of governmental entities, i.e. State universities, secondary schools.

19. EXCESS PROGRAM INCOME/PROFIT NOT PERMITTED - In the rare event should Heartland Works consider awarding an agreement/contract to an agency with profit or program income included in the price, Heartland Works will negotiate profit or program income as a separate element of the price for each procurement in which there is no price competition and in all cases where cost analysis is performed.   Refer to Paragraph C.3.b. (4) for further details.

B. SMALL PURCHASE METHOD
1. SMALL PURCHASE METHOD - The small purchase method of procurement may be used when the purchase is under $25,000.00 in the aggregate (includes sales tax, handling, and any other fees associated with the purchase) and for any contract not to exceed one year. (If contract is to or may exceed one year, i.e., one year janitorial contract with two one-year renewal options, the small purchase method may not be used.) Three qualified price quotations are necessary.  Telephone bids and/or public advertisements shall qualify as "price or rate quotations" for the Small Purchase Method procurement process (i.e. a purchase not exceeding $25,000.00).  If three price quotations are not available, this information should be noted for the procurement file.  The lowest responsible and responsive bid should be accepted.  If the bid accepted is not the lowest quotation, a memo documenting the circumstances will be retained in the procurement file.

2. SMALL PURCHASE DOCUMENTATION - All bids using the small purchase method will be summarized on Heartland Works "Small Purchase Procurement Bid Sheet" form (attached as Appendix Z).  Such information includes: the vendor's name, price, date, and description of the service to be provided, and which vendor was selected and why. 

3. NEEDS ASSESSMENT AND WRITTEN COST ESTIMATE- A statement as to why the item is being purchased ( i.e. why do we need to purchase this item - what service will it perform) and written cost estimate should be documented prior to soliciting bids.

4. AUTHORIZATION OF SMALL PURCHASES: All small purchases shall be reviewed and approved by the Executive Director or, in her absence, an individual who does not participate in the procurement process.

5. PARTICIPANT PROGRAM EXPENSES $2,000 OR LESS: Participant program expenses such as clothing, car repairs, or other items considered a supportive service one-time purchase and/or emergency payment are exempt from the competitive process if the total purchase is $2,000 or less.

C. FORMAL ADVERTISED COMPETITIVE (SEALED BID) METHOD (IFB OR RFP)
1. GENERALLY:

a. IFB OR RFP - Purchases of $25,000 or more or for contracts exceeding one year will use the formal advertised competitive method unless a different method under the circumstances is allowed.  Either an Invitation for Bid (IFB) or Request for Proposal (RFP) may be used in the formal advertised competitive method.

b. DOCUMENTATION/GENERAL REQUIREMENTS - Generally, the competitive method process (whether using an IFB or RFP) should include and the procurement file should establish that the following was done:

(1) NEEDS ASSESSMENT & COST ESTIMATE - Determine the need of the item(s) to be bid and the estimated cost of the item(s) prior to soliciting bids.

(2) PUBLIC ADVERTISEMENTS - Publicly solicit bids by placing an advertisement in newspapers of general circulation and announce the solicitation on the Heartland Works website.

(3) DISTRIBUTION TO KNOWN VENDORS - Distribute the IFB/RFP or a letter notifying potential bidders of the existence of an IFB or RFP to known vendors in an attempt to get as many bids as possible and to send the IFB or RFP to anyone responding to the advertisement.

(4) SPECIFICATIONS - Issuing an IFB/RFP that includes specifications for the purchase.  Specifications should be described with generic or functional terminology.  However, specifications may be based upon brand names if the "or equal" phrase is added.

(5) CHANGES OR CLARIFICATIONS IN THE BID/PROPOSAL - Any changes, clarifications, or written amendments to the original RFP or IFB must be distributed to anyone who received the original RFP or IFB.

(6) PRE-BID CONFERENCE - A pre-bid conference with potential bidders is advisable unless the item is simple and straightforward.  The purpose of a pre-bid conference is to answer questions and clarify issues for potential bidders and to disclose the need for written amendments to correct or clarify the original RFP or IFB.  The minutes of a pre-bid conference should be sent to all parties receiving the bid (unless the bid/proposal states otherwise).

(7) RECEIVE & LOG BIDS/PROPOSALS - All bids and proposals received should be date stamped and logged.  Bids received after the closing time should be returned unopened with a letter of explanation.  All original bids/proposals should be retained and the envelope it was sent in.

(8) PUBLICLY OPEN BIDS/PROPOSALS - All bids/proposals should be publicly opened by a member(s) of the evaluation committee.

(9) EVALUATION COMMITTEE - An evaluation committee should be formed with at least two members to review the bids or proposals submitted.  

(10) EVALUATING THE BIDS/PROPOSALS - The first item the evaluation committee should consider is to check the submissions for completeness.  If a proposal is incomplete, the bidder may be contacted to obtain additional information (as long as all bidders are treated equally in this regard).  Bids/proposals will then be analyzed to determine whether the bid/proposal is responsive (i.e. conforms to the essential elements of the solicitation).  Non-responsive bids may be omitted.  The evaluation criteria in the solicitation will be followed.  The evaluating committee will either make the award if empowered to do so or make a recommendation to the appropriate authority for award.

(11) DEMONSTRATED PERFORMANCE: Determinations of demonstrated performance shall be done in writing and completed prior to the award of the agreement or contract.  Items to be considered are as follows: a) adequate financial resources; b) ability to meet the program design specifications at a reasonable cost and any applicable performance goals; c) past performance if bidder/proposer has a history with Heartland Works; d) satisfactory record of integrity, business ethics and fiscal accountability; e) organizational capacity; and f) technical skills to perform the work.

(12) FORMAL REPORT ON THE AWARD INCLUDING A COST/PRICE REASONABLENESS DETERMINATION -The Committee shall prepare a formal report of the award including a written analysis of the cost/price reasonableness of the purchase and a narrative description of why a particular vendor was chosen.

(13) LETTER OF AWARD - A letter of award should be promptly sent to the contractor receiving the award, as well as a letter sent to each unsuccessful bidder informing them of the award.

c. The following elements should be included in an IFB or RFP:

(1) A Work Statement (RFP) or Specifications (IFB) that identify what is specifically to be provided.

(2) Definitions of ambiguous terms or terms which could have more than one meaning.

(3) The objectives or expected outcomes that would result from the goods or services.

(4) Time frames or work schedules of the process being used.

(5) Limitations or requirements concerning equipment to be purchased or used by the contractor.

(6) Any legal limitations or sanctions that may be imposed upon the contractor.

(7) Instructions regarding how bids are to be formatted and what additional documents should be submitted (reviews, articles of incorporation, etc.)

(8) A precise statement of when, where and how bids/proposals are to be submitted (time frames must be reasonable to allow for an informed bid).

(9) A contact person to who questions can be directed.

(10) The right to reject all bids if it is in the best interest of Heartland Works.

(11) The length of the contract to be awarded.  The majority of Heartland Works’ contracts are for a period of one year with two one-year options if performance is being met and costs remain reasonable.  The maximum contract period Heartland Works may enter into is a three-year period with two one-year options or a one-year period with four one-year options. Heartland Works may consider five-year contracts for leases in order to increase negotiating power towards the best possible prices. In all cases, however, the contract is to contain a “Fiscal Necessity” clause that allows Heartland Works to terminate a contract with reasonable notice should Heartland Works experience funding cuts that no longer allow Heartland Works to maintain the contract.

(12) Notice to the bidder of his/her rights to dispute matters related to the procurement process and the procedures to follow should the bidder wish to dispute all or any part of the procurement process.

d. MINIMUM NUMBER OF BIDDERS - The formal advertised competitive bid process requires that at least two responsive proposals be received.  If not, KDOC approval is required prior to awarding the proposal.

2. INVITATION FOR BIDS (IFB)
a. INVITATION FOR BID - An IFB is one type of competitive procurement method.  An IFB is a solicitation procedure which is appropriate for use in purchasing goods or services for which there is a known industry standard and the procurement lends itself to a firm fixed price contract and contractor selection based principally on price is appropriate.  The IFB must set specifications, contractor qualifications, terms and conditions thereby permitting only one interpretation so that each bidder is bidding on exactly the same thing.

b. SELECTION BASED ON LOWEST RESPONSIBLE BID - Bid comparison and contractor selection should be made on the basis of which bid proposal is the lowest responsible bid.  "Responsible" means that the contractor or prospective contractor appears to possess the ability to perform successfully under the terms and conditions of a proposed procurement based on a review of such factors as a satisfactory record of past performance, integrity and business ethics; and financial and technical resources or access to such resources.  Such demonstrated performance must be documented in writing for the procurement file.  


3. REQUESTS FOR PROPOSAL (RFP - NEGOTIATION METHOD)
a. GENERALLY -

(1) RFP - An RFP is a solicitation procedure and document which indicates what is to be accomplished and requests the bidder to indicate how it will be accomplished and for how much.  The RFP is used when there is no  "standard" associated with the goods or services or when there is no purchase description so precise that all interested parties have an identical understanding of the requirement.  Unlike an IFB, the RFP allows the soliciting party considerable latitude to negotiate the final terms of the contract.

(2) The RFP being made must include a proposal evaluation method.  This permits consideration of other factors in addition to price.  

(3) Unsuccessful offerors should be notified of the award

b. SPECIAL PROJECTS/PROGRAM SERVICE 





The RFP for special projects/program services is a specific type of RFP.

(1) OPEN-CLOSED RFP PROCESS - The Fiscal Director will utilize an open-closed RFP procurement system for awarding special project contracts.  Upon the initial opening of the RFP for special project contracts, responses will be accepted upon a designated date.  After the procurement has closed, no further proposals will be accepted until the issuance of another RFP.  Heartland Works does however reserve the right to reconvene the RFP Committee (after the RFP selections are made) to fund additional projects if additional funds are received or similar extenuating circumstances arise such as the Local Area under expending funds.

(2) The RFP for Special Projects/Program Services will require that bid proposals include information so the evaluating committee can consider the following factors in the evaluation and negotiation process:

· PAST PERFORMANCE - What is the past performance of this bidder with Heartland Works or like grantees regarding: proposed cost v. actual, proposed number of participants v. actual, proposed delivery schedule v. actual, proposed performance standards v. actual, proposed placement v. actual, proposed service to specific client groups v. actual.

· COMPLIANCE WITH APPLICABLE FEDERAL AND STATE RULES & REGULATIONS - Does the proposal comply with the Workforce Investment Act (WIA) and all applicable rules and regulations?

· COST REASONABLENESS - Are the costs in the detailed budget proposal reasonable and necessary, not a duplication of costs to any other available funds, and is it a fair price to pay for the services to be rendered to eligible customers?  Are the costs consistent with similar services being offered?  Do the costs allow for excess program income or excess profit?

· QUALITY OF SERVICE - Would quality services be delivered if this proposal were funded?  Can the contractor provide quality services based on the resources asked for (i.e. number of staff, etc. - can they do what they say they are going to do)?

· DEBARMENT/SUSPENSION - Has the bidder been debarred or suspended from receiving federal funds?

· RESOURCES - Does the bidder have adequate facilities, financing, personnel, etc. to complete the contract?

· CAPABILITY - Does the bidder have the capability in terms of skills and experience to perform the work?

· INTEGRITY - Does the bidder have a record of sound integrity and business ethics?

· ORGANIZATION - Does the bidder have the management, accounting and business systems necessary to perform the work?

· ADEQUACY OF THE SERVICES TO BE PROVIDED - Is the design of the program feasible and reasonable?  Is the program well thought out? Does the program include coordination with other agencies?

(3) COST/PRICE REASONABLENESS - A determination shall be made of the reasonableness of cost for all service provider selections.  Reasonableness of cost may be justified using any verifiable methods including:






COMPARATIVE ANALYSIS

· Comparison of similar proposals

· Comparison of previous local experience

· Comparison to national or state averages

· Analysis for projected budget for a new and unique program

· Comparison to experience by another similar administrative entity






INDIVIDUAL ANALYSIS

· Consider prior experience and effectiveness

· Conduct a line item budget analysis

· Identify all cost items and salaries

· Assure that costs are properly allocated and classified

· Review all cost items with respect to relevancy and appropriateness in accomplishing the services

· List any high or questioned costs

· Assure that an organization-wide cost allocation plan is provided where the proposer has multiple sources of funding

· Assure that the cost of an audit is covered

· List high or questionable staff salaries

· Review travel reimbursement policies

· Review cost per positive termination

· Review cost per entered employment

· Review lease costs related to space

A cost that exceeds the cost comparison should be evaluated to determine if special conditions exist to justify additional cost (i.e. large hard-to-serve population, extensive geographic area, complexity, quality, technical innovations, target groups, funds available, etc.)  Heartland Works will select contractors that offer the best buy for the dollar, including the right to purchase quantities above the minimum levels.

(4) EXCESS PROGRAM INCOME OR PROFIT is not allowable.  If profit or program income is included in the price, Heartland Works shall negotiate profit or program income as a separate element of the price for each procurement in which there is no price competition and in all cases where cost analysis is performed.  To establish a fair and reasonable profit or program income, the following items may be considered:

· Complexity of the work to be performed

· Risk borne by the awardee (Heartland Works)

· Offeror’s investment

· Amount of subcontracting/subgranting

· Quality of the offeror’s record of past performance

· Industry profit rates in the surrounding geographical area for similar work, and

· Market conditions in the surrounding geographical area






Each recipient and sub recipient may charge to the agreement only those costs consistent with the allowable cost provisions for the particular type of funding through which the provider’s services will be funded.

The cost plus a percentage of cost method shall not be used.

(5) NEGOTIATIONS - During the negotiation process, the Heartland Works Board (through the Heartland Works Executive Director or designee) and the successful bidder will attempt to resolve contract details, such as performance standards, number and type of participants to be served, conditions of payments, etc. The evaluation committee shall give instructions to the Executive Director as to what specific items in the proposal or otherwise that they would like to see negotiated and such instructions shall be noted in the minutes of the evaluation committee meeting.  A summary of the negotiations including the names and titles of the individuals participating in the negotiation shall be documented for the procurement file and may be given to the Board when the contact is being considered for approval.  The negotiation process does not give the negotiator the authority to authorize the contract.  The final authority rests solely with the Heartland Works Board of Directors.  The negotiated terms will be incorporated into any contract.

(6) PRE-AWARD SURVEY - The purpose of a pre-award survey is to assure that each organization being considered for funding meets all Federal and State requirements.  The process may include an on-site visit to:

· Review and confirm organization practices with respect to documents and certifications submitted as part of the response to the RFP

· Review internal controls and accounting practices used by the organization in administering the funds

· Review overall procedures and practices of the organization in meeting requirements of the appropriate laws, rule and regulations

· Review the organization’s ability to successfully perform services defined in the proposal

(7) PRE-AWARD CERTIFICATION  - DEBARRED, LOBBYING STATEMENT, and CONTRACTUAL PROVISIONS ATTACHMENT - Bidders receiving a special project contract must complete the Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion Lower Tier Covered Transactions and the Certificate of Lobbying (Appendix W).  The Bidder must also sign the Contractual Provisions Attachment (Appendix X).

(8) SIGNED CONTRACT IN PLACE BEFORE START DATE - A signed copy of every special project contract shall be maintained.  In addition, a fully executed contract should be in place prior to the start date.  (If a signed contract cannot be in place prior to the start date, a “letter of intent” may be used to allow contractor to start incurring costs as of the effective date of the contract.)

(9) APPROVAL BY THE FULL HEARTLAND WORKS BOARD - The full Heartland Works Board of Directors will approve all contracts and such approval will be noted in the Heartland Works meeting minutes.  

(10) LETTER AWARDING CONTRACT/LETTER NOTIFYING FUNDING DENIED - A letter should be mailed to all bidders who have been tentatively approved by the evaluation committee so as to begin the negotiation process.  A letter should also be mailed to those unsuccessful bidders who were denied funding.

(11) FORMAL REPORT ON PROCUREMENT - A formal report/memo should be made to the procurement file summarizing the following items:

· A summary of who the RFP was mailed to and a copy of the bidder list attached

· A summary of newspapers the advertisement was carried in

· A description of the RFP, when it was mailed out, when it closed

· A description of the number of bidders that submitted proposals

· A summary of the bidders conference (attach minutes)

· A summary of what proposals were submitted

· A summary of the evaluation committee meeting (attach minutes)

· A summary of the negotiation process

· A summary of the Fiscal Director’s meeting where the awards were made

· Copies of the award letters mailed informing both successful and unsuccessful bidders of the award.

· A complete cost/price reasonableness analysis

· A summary of what type of contract was entered into (i.e. cost reimbursement, fixed-price, etc.) and why

(12) DOCUMENTATION - The special project RFP procurement file and/or the special project vendor file should including the following:

· Copy of the Advertisement(s)

· Copy of any documents or letters soliciting bids

· Copy of the RFP and any amendments

· Minutes of the pre-bid conference

· The bid log sheet (if one was done)

· Copy of all bids (and envelopes if possible)

· Copy of all evaluation sheets

· The formal report on the procurement process including a cost/price reasonableness analysis

· Fiscal Director Minutes approving the award

· Copy of the letter of award for bidders receiving a contract

· Copy of the letter to bidders not funded

· Copy of the contract (including debarment, contractual provision, lobbying statements, etc.)

c. RFP for Non-Custodial Project Activities/Individual Referral Agreement.

Heartland Works contracts on an individual referral basis with providers for allowable activities for the Non-Custodial Project (NCP).

At least every three years, Heartland Works will submit an RFP requesting interested providers to be placed on the approved vendors list.  The results of the RFP will be an approved vendor list to be used by Heartland Works for referral of individual NCP customers for allowable NCP activities.  NCP customers shall be able to review the list for selection of services and service providers along with the Heartland Works Employment & Training Specialist to make an informed choice.

Once a vendor has been placed on the approved vendor list, Heartland Works may do business with that organization.  However, the determination of how many customers are referred to any one organization will depend on the specific needs and choice of each individual customer involved.





The RFP for NCP Activities will be open-ended.  Organizations may submit the information contained in the RFP at anytime and be asked to be considered for placement on the vendor list.  The approved vendor list will be periodically updated as needed.





Generally, the RFP for NCP Activities will comply with requirements in the preceding sections including public advertisements, cost/price reasonableness, and so forth.

The criteria to be used in choosing vendors to be placed on the approved vendors list will be contained in the RFP.  

D. NONCOMPETITIVE NEGOTIATION (SOLE SOURCE) METHOD
1. Heartland Works recognizes the following items as exempt from the competitive procurement requirement as allowed by Kansas Department of Commerce Business Development Division Fiscal Policies & Procedures and does not require further KDOC approval for sole source.

· Magazines, Books, Periodicals & Newspapers

· Advertisements (newspapers & periodicals)

· Conferences & Training Seminars - The cost of attending conferences

· Copyrighted Education Material such as films, books, pamphlets, videotapes, etc.

· Utilities

· Computer software updates which Heartland Works already owns

· Repair services and operational supplies by original manufacturer, if such repairs/parts/supplies must be performed or obtained by the original manufacturer or by the manufacturer’s authorized service center because (1) the nature of the repair, service or supplies are available only from the original manufacturer as a result of a lawful patent, or (2) the technical nature of the repair or service can only be performed by the original manufacturer due to a patented design or technical manufacturing process, or (3) repairs of such equipment would violate the terms of, or part of, the equipment warranty or purchase agreement.

· Equipment purchased from either State or Federal surplus property

· Purchases bought off a state contract awarded by the Division of Purchasing
· On-the-job training contracts for program participants if the contracts, subgrants, or subagreements provide that an employer-employee relationship will exist between the contractor and the program participant; and that the contractor will provide job training to enable the participant to perform effectively as a regular employee of the contractor’s establishment. (Note: OJT brokering awards must be selected competitively.)


2. Heartland Works shall obtain prior review and approval of the following proposed contracts and related documents, such as RFP and IFBs, under the following circumstances:

a. If an occurrence would constitute full shut down as determined by the Secretary of Commerce and the urgency of the requirement will not permit any delay incident to obtaining competition, approval may be given by the Secretary to obtain services as required.  The Fiscal Director will provide a detailed outline of the circumstances and rationales for the petition.  If at all possible, the request needs to be in writing prior to any action.  Should circumstances dictate otherwise, a synopsis of the action should be provided to the Secretary as soon as possible.

b. If the item is only available from a single source, a requirement for a particular proprietary then does not justify sole source procurement if there is more than one potential bidder for that item.

c. If, after soliciting a number of sources, competition is deemed inadequate.

d. If the compatibility of equipment, accessories or replacement parts is the paramount consideration.

e. If based on the information presented, it is determined by the Secretary of Commerce that procurement is restricted to one potential contractor.

3. Heartland Works shall obtain in writing prior approval from KDOC for noncompetitive negotiated procurement except for procurement made in cases of public exigency or emergency.  In cases of reasonable doubt, competition should be submitted.  Any request that procurement be restricted to one potential contractor shall be accompanied by an explanation as to why no other will be suitable or acceptable to meet the need.  In such cases of public exigency or emergency, the sub recipient shall document the circumstances under which the procurement was made and shall notify KDOC as soon as possible.

4. PASS THROUGHS - The procurement rules do not apply to pass through of monies from any unit of State or local government (or Local Area or SSG administrative entities) to other such units, such as a local educational agency or public housing authority.  To qualify as a pass through, the receiving entity must either further pass through the monies to another such entity or procure services in accordance with the procurement rules.  Example: Heartland Works contracts with the City of Topeka to provide services for welfare recipients.  Heartland Works is the pass through agency and does not have to procure the City of Topeka contract as long as the City of Topeka passes the money through to another such agency or the City of Topeka follows the procurement rules to procure services.  

E. OTHER PROCUREMENT METHODS


Heartland Works shall be able to utilize any other procurement method which is authorized under the Kansas Department of Commerce Business Development Division Fiscal Policies & Procedures.

F. STANDARD RFP FOR PROGRAM SERVICE CONTRACT PROVISIONS


Heartland Works Special Project/Program Services contracts will include the following:

1. SIGNATURE/COVER PAGE - The signature page including modifications must include:

· Original signatures and typed names and titles

· Beginning and end dates

· A purpose statement

· Names and addresses of the parties to the contract

· The total possible payments under the contract

· What title(s) the payment will be funded through

2. MINIMUM CONTRACT CLAUSES (See Kansas Department of Commerce Business Development Division Fiscal Policies & Procedures Section 12.XI.)

· COMPLIANCE WITH LAWS - Compliance with applicable federal, state and local laws and regulations and Heartland Works policies.

· COMPLIANCE WITH ANTI-KICKBACK CLAUSE - Compliance with the Copeland "Anti-Kickback" Act (18 USC 874 and as supplemented by DOL at 29 CFR Part 3).

· COMPLIANCE WITH CLEAN WATER ACT - Compliance with the Clean Air Act and Clean Water Act.

· COMPLIANCE WITH STATE ENERGY CONSERVATION PLAN - Compliance with the Energy Policy and Conservation Act (P.L. 94-163).

· PROVISIONS FOR EARLY TERMINATION - The right to terminate for cause, default, convenience and lack of funds.

· MODIFICATIONS - The right and procedure to modify the contract.

· LIQUIDATED DAMAGES - A provision or conditions, which will allow for contractual or legal remedies in instances where contractors violate or breach contract terms and provide for such sanctions and penalties. 

· INDEMNIFICATION (HOLD HARMLESS) - A provision to indemnify Heartland Works in case the contractor is sued for acts committed within the contract.

· INSURANCE REQUIREMENTS - A provision requiring liability insurance, workers' compensation, non-owned automobile and general liability coverage.

· AUDIT RIGHTS - A provision allowing Heartland Works to examine the contractor's audit reports or documents pertaining to contract performance and enable the Local Area's auditor to determine whether the contractor is properly performing its contractual obligations.

· RECORD RETENTION - A provision requiring contractor's to retain records regarding the contract for five years, identify where they will be kept and make provision for turning them over to Heartland Works if the contractor goes out of business.

· ACCESS TO RECORDS - A provision allowing Heartland Works, State of Kansas, DOL, OIG, etc. to inspect the contractor's records "during normal business hours". 

· PROVISION AGAINST ASSIGNMENT - A provision ensuring the contractor will not assign the contract without approval of Heartland Works.

· PROGRAM INCOME - A provision ensuring that program income earned from federal funds is used to further program objectives.

· EEO - A provision ensuring the contract will comply with nondiscrimination and equal opportunity as per the specific language found in 29 CFR 34.20(a)(1).

· GRIEVANCES - A provision ensuring a reasonable method for dealing with participant grievances.

· DISALLOWED COSTS - A provision that any disallowed cost with respect to the contract will be repaid by the contractor.

· DUPLICATE FUNDING - A provision stating the contractor will not receive duplicate funding for the same services.

· PROPERTY/CAPITAL EXPENDITURES - A provision stating that all property purchased with federal funds will be tracked as Heartland Works property.

· CUSTOMER RIGHTS - A provision stating that customers will receive similar benefits to other persons in similar positions and that WIA eligible customers receive orientation to the WIA program sufficient that they understand who will be providing services.

· SAFETY - A provision ensuring a safe working or training environment for customers.

· DISPUTE RESOLUTION - A provision defining a method for resolution of disputes related to performance.

· DEOBLIGATION/REOBLIGATIONS/EXTENSIONS - A provision defining situations, if any, in which contract payments may be decreased or the contract length extended.

· SUBCONTRACTING - A provision defining circumstances, if any, in which contractor may subcontract contract responsibilities.  At a minimum, must require written approval from Heartland Works.

· CORRECTIVE ACTION - A provision defining corrective action procedures relative to contract goals, performance, modification and termination.

· DOCUMENTATION OF EVALUATIONS AND PROGRESS IN TRAINING - Contracts shall contain a requirement for documentation of evaluation and progress in training.

· DEFINITION OF KEY TERMS - Complex terms or terms, which have more than one meaning, will be defined in the contract.

· ANY OTHER PROVISION IN THE KANSAS DEPARTMENT OF COMMERCE BUSINESS DEVELOPMENT DIVISION FISCAL POLICIES & PROCEDURES - Heartland Works will include in its contracts any other provision as contained in the KDOCBDDFP&P.

3. PROJECT NARRATIVE




Each contract must contain an adequate narrative description of the quantity and quality of work to be performed including:

· A definition of key terms 

· List of personnel/qualification for key staff

· How participants will be recruited

· Specification of the contractor's eligibility determination, fiscal, organization chart, personnel, etc.

· A work statement describing exactly what services the contractor will perform including length of training, list of skills to be acquired by participants, list of barriers to be addressed, description of counseling services to be provided, etc.

4. METHOD OF PAYMENTS - A statement of how and when payments will be made to the contractor and under what conditions.

G. SPECIAL PROJECT/PROGRAM SERVICE CONTRACT ADMINISTRATION


Every Heartland Works special project/program service contract will be monitored for compliance with the contract and federal/state and local laws and regulations at least once during the contract period.  The monitoring will be completed in writing and a copy of the monitoring report will be retained.

IV.  SEQ CHAPTER \h \r 4PROPERTY MANAGEMENT

A. Heartland Works’ property management system shall conform to Section 11 of the Kansas Department of Commerce Business Development Division Fiscal Policies & Procedures.

B. All tangible personal property purchased by Heartland Works with a price of more than $500.00 and which has a useful life of more than one year shall be entered in the Heartland Works property management system.  Heartland Works shall maintain a record of such property including an identification number for the property, identification attached to the personal property indicating that it is owned by Heartland Works, a record of the acquisition date of the property, a record of where the property is located, the cost of the personal property, and a record of the ultimate disposition of the personal property.

C. A physical inventory of all tangible personal property shall be performed at least once a year.

D. The property management system will be maintained by the Fiscal Director and/or designee.  

E. The Fiscal Director will conduct periodic reviews to insure that goods and services purchased and paid for by the company are in fact being received.

F. HWI shall maintain the following accounts on the general ledger to aid in the tracking of the physical inventory:

1. GL account # 150 - Inventory (under Assets)

2. GL account # 305 - Investment in Inventory (under Fund Balance)

G. The physical inventory amounts shall be posted to the general ledger accounts and updated at year-end recording purchases and/or disposals for the year.  These accounts and amounts shall be reconciled upon completion of the physical annual inventory.

H. At year end detail printouts will be run for accounts #’s 700 - Computer, 701 - Computer Software, 710 - Equipment Purchase, & 720 - Furniture.  These printouts will be used to verify purchases of all tangible personal property with a cost of $500 or more and with a useful life of more than one year were assigned inventory numbers and recorded on the main inventory list, as well as on the general ledger.

V. THE ACCOUNTING SYSTEM

 SEQ CHAPTER \h \r 5
A. Fund Accounting

1. Heartland Works uses the American Fundware fund/grant accounting software for operating its accounting system.  American Fundware uses the generally accepted double entry accounting system.

2. The accounting system is maintained on a fund basis.  Each fund is an independent fiscal and accounting entity with a self-balancing set of accounts.

B. Cash Management



Heartland Works shall maintain a cash management report for every day of the month.  A copy of the cash management report is attached as Appendix C.

C. Petty Cash



Heartland Works shall not maintain a petty cash fund.

D. Security

1. The accounting system will be maintained on an IBM-Compatible server using the American Fundware grant accounting software.

2. Each person accessing the American Fundware software shall have their own password and security clearance.  The Fiscal Director, System Administrator, and Executive Director shall be the only persons allowed to know the passwords of other users. 

3. The IBM-Compatible server which runs the American Fundware software shall be kept in a secure room, providing limited access to outsiders.  

4. The IBM-Compatible server which runs the American Fundware software shall be backed up at least twice a week.  The backup copies of the data shall be kept in the fire-proof safe.  Year-end backups will be made and kept in the fire-proof safe as well.

5. Blank checks will be kept in a locked file cabinet.  

E. Chart of Accounts/Account Code Structure

The American Fundware Systems allows up to 18 digits in the account code structure.  Because of the various combination possibilities of the 18 digits, the HWI Chart of Accounts is a vast document.  Appendix D - Heartland Works’ Account Code Structure is included as an attachment to this manual for explanation and understanding of the HWI chart of accounts.

F. Journal Entries



The Fiscal Director prepares and posts all journal entries, which are numbered in sequence by month via the journal entry form (Appendix E). All journal entry documentation is to be attached to the form and filed in a three ring binder.  

G. Month-End Preparation

1. After all accruals have been entered and all transactions posted to the general ledger, the Fiscal Director runs one hard copy of the Trial Balance by fund, reviews and makes necessary corrections if applicable.  

2. After the trial balance by fund has been reviewed, one hard copy of the following is also run:

a. Trial Balance - combined

b. Balance Sheet - fund

c. Balance Sheet - combined

d. Revenue/Expenditures - fund

e. General Ledger Detail for month

 SEQ CHAPTER \h \r 6
VI. ALLOCATING EXPENSES

The purpose of this section is to provide a reasonable method for distributing expenditures among the various grants Heartland Works administers.  

A. GENERALLY



Heartland Works’ method for allocating expenses will be approved by the Kansas Department of Commerce.

B. ADMINISTRATIVE COST POOL (BASED ON TIME DISTRIBUTION)

1. Heartland Works shall pool its administrative funds.  The administrative cost pool formula will distribute administrative costs back to the title/subtitle, which contributed the funds to the cost pool based on "benefits received".  Benefits received will be determined using staff timesheets.

2. A cost allocation for field and administration will be made bi-weekly.  Timesheets will be the basis for allocation to title/subtitles.

3. No title/subtitle shall contribute more to the pool than the applicable federal laws and regulations.

4. No money will be distributed back to a title/subtitle more than the tile/subtitle contributed.

5. Only allowable costs shall be charged to the pool.

C. DIRECT CHARGES



Customer costs will be directly charged to the grant or fund in which the customer is enrolled.

D. DIRECT AND SHARED PROGRAM STAFF CHARGES (BASED ON ACTUAL HOURS WORKED)

1. Heartland Works shall directly charge program staff charges (including wages, overtime pay, employer FICA, SUTA taxes, expense reimbursements, health insurance, pensions, etc.) based on actual hours worked as identified in this section.  Distribution based on actual hours worked means that staff who spend their time working with one title/subtitle shall have their time charged against the title/subtitle receiving the benefit.  Likewise, staff that spends their time working with multiple titles/subtitles shall have their time charged against the titles/subtitles, which receive the benefit.

2. All staff shall be required to complete a timesheet (see Appendix F).  All staff payroll and reimbursement charges will be based and distributed on the actual hours worked in each title/subtitle and cost category for the particular period for each staff person.  All staff timesheets shall be approved by the immediate supervisor or designee prior to payroll checks being issued.

3. Administrative staff that spend a portion of their time involved directly in program services will have their salaries prorated to program or administration based on the actual hours worked in each title/subtitle as shown on their timesheet for the particular period.  


E. SHARED NON-PERSONAL SERVICE CHARGES



Shared non-personal service (NPS) charges, which are not directly traceable to a specific program without an inordinate amount of work, will be distributed based on the actual hours worked for each office. Such distribution will be made at least every two weeks in unison with Heartland Works’ payroll schedule.

F. EMPLOYMENT GENERATING SERVICES (EGS)



Employment generating services will not be charged.

VII.  SEQ CHAPTER \h \r 7CASH RECEIPTS

A. All checks received will immediately be stamped with the endorsement stamp "FOR DEPOSIT ONLY - HEARTLAND WORKS" by the person opening the mail, and recorded in the HWI Incoming Receipts Register (Appendix G).  The check will then be forwarded to the Fiscal Director.

B. The Fiscal Director or designee will prepare a deposit slip for all cash or checks received and will make the deposit once a week unless any one check is over $1000 or total checks exceed $1000, in which case, the deposit will be made the following business day.  
C. All payment advices for EFT payments will be received first by the person opening the mail and recorded in the HWI Incoming Receipts Register. The payment advice will then be forwarded to the Fiscal Director.

D. The Fiscal Director will make copies of the checks and payment advices and keep them in a “month end” file where they will be kept until recorded at the end of the month as part of month end procedures.  Once the receipts have been posted to the general ledger, the check and payment advice copies will be filed in a three ring binder with the month end journal entries.  All receipts recorded in the general ledger will be compared to the receipts recorded in the Incoming Receipts Register to ensure all receipts have been properly recorded.  
E. Copies of all deposit slips or deposit stubs will be maintained with a copy of the bank receipt.

F. The Executive Director upon receipt of the bank statement will verify all deposits of the incoming receipts.  See Section XI. Bank Reconciliation.

VIII.  SEQ CHAPTER \h \r 8CASH DRAWDOWNS

A. All cash drawdowns shall be made in compliance with the KDOC Business Development Division Fiscal Policies and Procedures, Section 14.  Cash drawdowns shall only be initiated when they are actually needed and shall be made to minimize the time elapsing between the receipt of advanced funds and disbursement.  Every effort will be made so no federally drawn cash will be on hand in excess of 2 (two) days. 

B. The cash drawdown process involves the following steps:

1. Authorized Signature Page (Appendix H)




Two (2) signature sheets must be completed and submitted to KDOC with the authorized signatures of the individuals designated to make withdrawals under the Notice of Funding.  One signature sheet will be returned to HWI to keep on file upon KDOC approval.  Blank signature sheets are to be requested from KDOC any time there is a change in authorized signatures or banking establishments.

2. Notice of Funding (Appendix I)




Receipt of a notice of funding (NOF) authorizes HWI to request funds from KDOC for a particular grant.  The following procedures ensure HWI does not draw over the notice of funding amount:

a. Summary of Cash Drawdowns (Appendix C)





A summary of cash drawdowns will be maintained showing the total drawn to date versus the NOF amount.  This allows the designated signors to know the balance left to draw before each request is made.  Requests may not be made for more than the balance remaining. The summary will include the date the drawdown was requested, the numerical number of the drawdown request, the date the drawdown was actually credited by the bank to HWI’s account, how much was requested for each grant, the total amount of the drawdown request and, the aggregate amount drawn down to date.  

b. Grant Receivable booked on General Ledger.





Upon receipt of the NOF, a grant receivable will be set up on the books and maintained as such:





1)
receipt of NOF







Grant Receivable

xxxxx







Deferred Revenue


xxxxx





2)
receipt of cash drawdown







Cash



xxxxx







Grant Receivable


xxxxx





3)
expense incurred







Expense


xxxxx







Cash




xxxxx





4)
month-end JE to make revenues = expenses







Deferred Revenue

xxxxx







Revenue



xxxxx





By setting up a grant receivable, if by some chance money is drawn over the NOF, a credit balance for Grant Receivable will appear on the trial balance indicating a corrected request must be sent reducing the amount of the draw.

3. Request for Payment (Appendix C)

a. A request for payment will be done only as money is needed for disbursements and only for the amount needed.  Excess cash may not remain in the bank account for more than 2 (two) days.

b. In most cases, the request for payment will be based on actual amounts.  It is HWI’s policy to enter payroll and invoices and cut checks the Monday and Tuesday before the Friday they are to be released.  This allows HWI to base the drawdowns on actual check registers and thus prevent or minimize excess cash.  HWI does allow the use of estimated figures for certain circumstances.

c. The request for payment is completed by the Fiscal Director, verified and authorized.  Upon authorization, the request is faxed to KDOC and the original is filed for record keeping.

d. HWI shall maintain a three ring binder containing all requests for payment.  A worksheet showing how cash draws were arrived at will be attached to the copy of the request to provide an audit trail.

IX.  SEQ CHAPTER \h \r 9CASH DISBURSEMENTS

All data supporting any cash disbursement shall be maintained by Heartland Works in a safe and secure environment and shall be made available to independent and governmental auditors.  Only reasonable and allowable expenditures shall be made.

A. GENERALLY

1. All fiscal documents including budgets, budget modifications, and vouchers regarding participants will be kept in the Area Administrative Office's (AAO) permanent file.  

2. Two part checks shall be used (i.e. the original check, and one carbon copy).  The carbon copy of the check or a note indicating the check number will be attached to the timesheet, voucher, or other document, which originated the transaction and filed in the AAO's permanent file.  All checks will require dual signatures.

3. All budgets and budget modifications shall be entered into the encumbrance module of the American Fundware System.  Each time a payment is to be made for a customer, the payment shall be entered into the American Fundware System to insure that there are appropriate monies left in the budget to make such payment.

4. Every budget, budget modification, voucher, timesheet, etc. that has been entered into the American Fundware system will be immediately stamped with an "ENTERED" stamp.  The stamp signifies that the invoice, timesheet, etc. has been paid and that the invoice, etc. is canceled and shall not be paid again.  All checks shall be sequentially numbered by the computer and no checks will be issued prior to approval.

5. A flow chart for customer payments and a flow chart for non-customer payments is attached as Appendix K.
B. OJT PAYMENTS

1. All on-the-job training (OJT) budgets (including modifications), and OJT contracts, will be signed by the Operations Department verifying that the named customer is eligible for the service and has been entered into the MIS (Management Information System).  

2. OJT employers shall fill out a monthly OJT timesheet (see Appendix L).  

3. ETS shall complete the "WIA/WtW Rep. Use Only" section of the OJT timesheet (see Appendix L).

4. The Fiscal Director or designee will verify the ETS’ calculation of the number of hours being reimbursed, the hourly wage, and the total amount due.  The Fiscal Director or designee will also verify the contract dates and original signatures of the customer and employer.

5. OJT payments shall be made as soon as they are received and processed by the fiscal department.

6. For all OJT payments the Fiscal Director or designee will check the encumbrance module of American Fundware to verify that there is money left in the budget to make the payment and that the payment is being made within the contract period.

7. All OJT payments shall be entered into the accounts payable section of American Fundware for payment by the Fiscal Director or designee. 

8. The Fiscal Director or designee will then generate the checks and separate out the yellow copies of the checks for filing in the fiscal department. The original checks with supporting documentation will be forwarded to authorized individuals for signature.  The Fiscal Director, or designated preparer of the checks, will not touch the actual checks again once they have been forwarded for signature.   A check register will also be printed and maintained in a check register binder.

9. Once the checks have been signed, they will be given to the Administrative Assistant for mailing and/or distribution.  The supporting documentation will be returned to the fiscal department for filing in the customer’s permanent AAO file.  The Fiscal Director or designee will note the check number and the date paid on the documentation prior to filing.  The check copy will be filed in the vendor file for reference purposes.

C. WORK EXPERIENCE (WE) 

1. A copy of the W-4 and I-9 form and documentation will be forwarded to the fiscal department to enable the fiscal department to set up the customer in the payroll module.  The Fiscal Director will forward all copies of new hire and re-hire W-4's to the Kansas Dept. of Labor within 20 days of the start date to comply with the New Hire Reporting requirements.

2. W.E. employers shall fill out a Two Week timesheet (see Appendix M).  

3. ETS shall complete the "WIA/WtW Use Only" section of the Two Week timesheet (see Appendix M).

4. The Fiscal Director or designee shall review the Two Week Timesheet verifying the accuracy of the timesheet, the wage, the contract dates and original signatures of the customer and employer.

5. W.E. payments to customers shall be made every two weeks.  (Customers must deliver or mail the timesheets to their field representative so that they are received by the scheduled dates contained in Appendix N).  Timesheets received after the scheduled dates will be processed the following pay period, unless extenuating circumstances justify otherwise.  Payments will be made to customers as scheduled in Appendix N.

6. All W.E. budgets shall be approved and signed by the Operations Department indicating that the customer has been determined eligible and has been entered into the MIS system.  

7. All W.E. payments shall be entered in the payroll module of American Fundware.  The American Fundware system will automatically calculate the amount of the checks based on the hourly rate, hours worked and proper taxes.  At the same time, the Fiscal Director or designee will check the budgeted amount to verify that there is money left in the budget to make the payment and that the payment is being made within the contract period.

8. The Fiscal Director or designee will review the preliminary payroll report generated prior to producing actual checks.  The fica and fica/medicare calculations, specifically, will be checked for errors. 

9. The Fiscal Director or designee will make needed corrections and then generate the checks. 

10. The yellow copies of the checks will be separated out by the Fiscal Director or designee for filing purposes and the original checks, together with the supporting documentation will be forwarded to the authorized individuals for signature.

11. Once the checks have been signed, they will be forwarded to the Administrative Assistant for mailing and/or distribution.  The Fiscal Director, or designated preparer of the checks, is not to touch the checks again once they have been signed.  The supporting documentation (two week timesheet) will be returned to the fiscal department to be attached to the yellow check copies and be filed in the permanent participant files.   A payroll register will be printed and maintained in a payroll register binder.

D. INDIVIDUAL TRAINING ACCOUNT (ITA) VOUCHERS



Individual Training Account (ITA) vouchers are issued to Eligible Training Providers on behalf of eligible customers.  The ITAs may be used to pay for tuition, and/or required books, fees, and supplies for approved training programs.  An ITA voucher is limited to $3000 per year.

1. An ITA voucher is completed in conjunction with a Heartland Works Employment & Training Specialist, the eligible customer and the Eligible Training Provider to determine the amount for which the voucher is to be issued. (See Appendix AB).  Upon completion, the voucher is forwarded to the Operations Department for approval along with an enrollment/budget form indicating the MIS enrollment information and the fiscal budget information.

2. Upon approval by the Operations Department, the voucher is issued to the Eligible Training Provider and the enrollment/budget information is entered in the MIS and fiscal systems.

3. Invoices from the Eligible Training Provider for the costs for which the voucher honors are forwarded to the appropriate Employment & Training Specialist (ETS).  The ETS completes a “Payment Voucher” (see Appendix O). ETS shall review the invoice for accuracy, attach the invoice to the payment voucher, and send the packet to the AAO for processing. 

4. The Operations Department will verify the accuracy of the invoice, check for receipts for materials, check the participant’s budget has enough money for payment of the invoice and sign off on the payment voucher for approval for payment and forward to fiscal.

5. The Fiscal Director or designee shall verify again the accuracy of the invoice, the voucher dates, original signatures and the customer’s budget on the fiscal system

6. ITA voucher payments will be made the next available pay period.

7. All ITA voucher payments shall be entered into the accounts payable module of the American Fundware system and stamped “ENTERED” for cancellation of the invoice.  

8. The Fiscal Director or designee will review the accounts payable preliminary check register for any errors and make corrections if necessary.  The Fiscal Director or designee will then generate the checks and separate out the yellow copies for filing in the fiscal vendor files.

9. The original checks, together with supporting documentation, will be forwarded to the authorized individuals for signature.

10. Once the checks have been signed, they will be forwarded to the Administrative Assistant for mailing and/or distribution.  The Fiscal Director, or designated preparer of the checks, is not to touch the checks again once they have been signed.  The supporting documentation will be returned to the fiscal department for filing in the customer’s fiscal files after the check number and check date have been recorded on the payment voucher.

E. NON-CUSTODIAL PROJECT VOUCHER

Non-Custodial Project (NCP) vouchers are issued to approved NCP Providers on behalf of eligible customers.  The vouchers may be used to pay for allowable NCP activities such as case management, assessment, etc.

1. A NCP voucher is completed by a Heartland Works Employment & Training Specialist (See Appendix AC).  The voucher is forwarded to the Operations Department for approval along with an enrollment/budget form indicating the MIS enrollment information and the fiscal budget information.

2. Upon approval by the Operations Department, the voucher is issued to the approved NCP Service Provider for the specified allowable activity and the enrollment/budget information is entered in the MIS and fiscal systems.

3. Invoices from the NCP Service Provider for the costs for which the voucher honors are forwarded to the appropriate Employment & Training Specialist (ETS).  The ETS completes a “Payment Voucher” (see Appendix O). ETS shall review the invoice for accuracy, attach the invoice to the payment voucher, and send the packet to the AAO for processing. 

4. The Operations Department will verify the accuracy of the invoice, check the participant’s budget has enough money for payment of the invoice and sign off on the payment voucher for approval for payment and forward to fiscal.

5. The Fiscal Director or designee shall verify again the accuracy of the invoice, the voucher dates, original signatures and the customer’s budget on the fiscal system

6. NCP voucher payments will be made the next available pay period.

7. All NCP voucher payments shall be entered into the accounts payable module of the American Fundware system and stamped “ENTERED” for cancellation of the invoice.  

8. The Fiscal Director or designee will review the accounts payable preliminary check register for any errors and make corrections if necessary.  The Fiscal Director or designee will then generate the checks and separate out the yellow copies for filing in the fiscal vendor files.

9. The original checks, together with supporting documentation, will be forwarded to the authorized individuals for signature.

10. Once the checks have been signed, they will be forwarded to the Administrative Assistant for mailing and/or distribution.  The Fiscal Director, or designated preparer of the checks, is not to touch the checks again once they have been signed.  The supporting documentation will be returned to the fiscal department for filing in the customer’s fiscal files after the check number and check date have been recorded on the payment voucher.

F. SUPPORT SERVICE PAYMENTS

Heartland Works may provide support services to customers consisting of: child care ($2.00 per hour for every hour in school for the first child and $1.00 per hour for each additional child); transportation may be reimbursed for up to $.15 per mile with a $75 weekly maximum for those customers traveling over 100 miles per week or round-trip fare on public transportation; housing or rental assistance; and, an emergency payment up to $500 for extraordinary situations such as clothing, car repairs, eye glasses, car insurance, tires, teeth cleaning, and so forth.  Relocation and Out-of-Area Job Search Assistance may also be provided to eligible participants (see Appendix P for current HWI policy)

1. Customers receiving regular support payments shall complete a "Two Week Timesheet" (see Appendix M).

2. ETS shall sign the "Two Week Timesheet", complete the "WIA/WtW  Use Only" section (see Appendix M), and send the timesheet to the AAO.

3. The Fiscal Director or designee shall verify the accuracy of the timesheet, the contract dates, and original signatures. 

4. Support payments will be made every two weeks.  

5. All support payments shall be entered into the accounts payable module of the American Fundware system and stamped with the "ENTERED" stamp.  At the same time, the Fiscal Director or designee will check the encumbrance module of American Fundware to verify that there is money left in the customer’s budget to make the payment and that the payment is being made within the contract period.  

6. The Fiscal Director or designee will review the accounts payable preliminary check register generated by the system for any errors and make necessary corrections.
7. The Fiscal Director or designee will then generate the checks and separate out the yellow check copies for filing purposes.    A check register will also be printed and maintained in a check register binder.

8. The original checks, together with the supporting documentation will be forwarded to the authorized individuals for signature.
9. Once the checks have been signed, they will be forwarded to the Administrative Assistant for mailing/and or distribution.  The Fiscal Director, or designated preparer of the checks, is not to touch the checks again once they have been signed.  The supporting documentation will be forwarded back to the fiscal department for filing in the customers’ permanent files after the yellow check copy has been attached.

10. Emergency, relocation and out-of-area job search assistance payments shall be handled the same as ITA voucher payments or NCP voucher payments (Paragraphs D. 3-10 or E. 3-10 of this same section) using the “Payment Voucher”. 

11. The number of the check issued to pay the invoice/timesheet will be marked on the original invoice.

12. A copy of the check or a register will be signed by the customer receiving the check for verification purposes.  The signed check or register will be kept by Heartland Works field offices

G. TRAVEL REIMBURSEMENT

1. Travel reimbursement will be provided to HWI staff and HWI Board of Directors and LEO members.

2. Employee travel reimbursement will be made in compliance with Heartland Works’ Personnel Handbook on an approved form (see Appendix Q), will be reasonable, and will be approved and signed by the immediate supervisor.  All travel reimbursement forms will be checked for accuracy by the Fiscal Director or designee.  The Executive Director’s travel and timesheet will be signed by a Board Member.  Travel reimbursements shall ordinarily be made at the same time payroll checks are made. 

3. All overnight travel will be approved by the Executive Director.

4. The mileage reimbursement rate will be the current allowable IRS reimbursement rate for business-connected use of a personal car. (In 2005 - $0.405/mile).  Any IRS rate changes will be implemented as soon as the fiscal department becomes aware of such changes.  No travel advances will be made to HWI staff.

5. Travel reimbursements shall be maintained in vendor files with a file for each staff or Board/LEO member. 

H. STAFF PAYROLL

1. New Hires & Personnel Records

a. All employee positions are authorized by the HWI Board of Directors.  The Executive Director hires all employees with the exception of the Executive Director position who is hired by the Board of Directors.

b. It is the responsibility of the Fiscal Director to gather all necessary documentation for new employees such as the application, I-9, W-4, Authorizations for Direct Deposit,etc.

c. The Board of Directors approves pay scales for every position, and the Executive Director assigns the pay rate for new individuals based on the authorized pay scale.

d. A copy of the W-4, I-9 (and documentation) along with a copy of the hire letter noting the first day of employment and the rate of pay for the new employee will be forwarded to the Fiscal Director.  The Fiscal Director then sets up the employee in the payroll module.

e. The Fiscal Director shall forward a copy of all new hire or re-hire W-4's (bottom portion must be completed) to the KDOL within 20 days of the start date to comply with New Hire Reporting requirements.

f. The Executive Director and Administrative Assistant shall maintain the official personnel file.  All staff personnel files shall contain records showing any promotions the employee received, salary changes the employee received, a record of any voluntary payroll deductions the employee requested, evaluations, correspondence regarding the status of the employee (including leave without pay, termination, etc.) and other pertinent information about the employee.

g. The Administrative Assistant shall also maintain all copies of staff timesheets and pay records/check copies in chronological order.

2. Changes, Pay Increases, Deductions, Terminations

a. Any changes that affect payroll must be initiated through written correspondence from the Executive Director or Fiscal Director.  This includes pay increases due to evaluations, deductions for health insurance, etc.  (See Appendix J)

b. Only after the appropriate documentation has been received shall the Fiscal Director adjust employee payroll status in the payroll module.

3. Payroll Standards

a. Heartland Works’ staff payroll shall be processed on a biweekly basis and will comply with Heartland Works’ Personnel Handbook (including policies on health insurance, pension plan, etc.). 

b. Staff costs will be allocated in line with the "Cost Allocation Plan" section of this manual.  Copies of all staff payroll checks will be attached to staff timesheets for the period being paid.

c. No salary advances or loans will be made to Heartland Works staff.

d. Drawdowns for staff payroll will be based on net payroll plus whatever taxes, insurance, and retirement is due based on that payroll.

e. Timesheets, travel forms, and leave applications will be verified and signed by the immediate supervisor of the person submitting such form prior to being submitted to fiscal for processing.




Office Assistants
Approved by location’s Employment & Training Specialist (Senior ETS if location has one)




Empl & Trng Spec
Approved by location’s Senior ETS;

Locations where there is no Senior ETS, the Director of Operations or MIS Coordinator will approve




Senior ETS

Approved by MIS Coordinator




Admin Staff

Approved by immediate supervisor (refer to HWI organizational chart)




Exec Director
Approved by authorized Board Members




In the absence of the immediate supervisor, the approval shall be given by the next supervisor in the chain of command or by a designated individual.

f. Terminated employees will receive their final check/direct deposit the next available payday.  Terminated employees will also receive a supplemental check/direct deposit for any accrued vacation due them at time of termination.

g. Bonus payments to staff must be authorized by the Board of Directors and documented in full.  Bonus payments may not be processed without a copy of the board minutes allowing such bonus and written authorization from the Executive Director.

4. Payroll Processing

a. Staff timesheets are due to the AAO the Thursday before the payroll period ends.  (See Appendix N for staff pay schedule)

b. The Administrative Assistant will review all timesheets verifying leave time recorded and attach appropriate leave slips and forward them to the Fiscal Director or designee.

c. The Fiscal Director or designee will enter timesheet information in the payroll module of the American Fundware system.  A Verify Timesheet report will be generated prior to posting timesheet hours and reviewed for accuracy.  The Timesheet printout will be maintained in a three ring binder for audit purposes.  

d. After posting the timesheets, the Fiscal Director or designee will calculate the payroll and review the preliminary payroll check register.  All calculations will be reviewed for accuracy, specifically the fica and fica/medicare calculations.

e. The Fiscal Director or designee will generate the payroll stubs after any necessary corrections have been made.  Two copies of each stub, the EFT Proof List and timesheets will be forwarded to the authorized individuals for signature and eventually to the Administrative Assistant for filing.  

f. The Fiscal Director will generate an EFT payment through the bank’s EFT online system for direct deposit of staff payroll. The payment must be set up at least two days prior to the actual pay date.

g. The Administrative Assistant will forward one copy of the pay stubs to staff for their records and will attach one copy of the stubs to the timesheets for filing.

I. ACCOUNTS PAYABLE INVOICES

1. Most non-participant invoices received by the AAO will go to the Fiscal Director or designee.  The Fiscal Director or designee will research the bill for previous payment, assure the product ordered was received, and assure the billed amounts are correct. 

2. The Fiscal Director or designee will attach the invoice to an "Accounts Payable Invoice Coding Form, attached as Appendix R and fill out the form stating which fund/account/cost category should be charged.

3. The Fiscal Director or designee will enter the invoice into the accounts payable module of the American Fundware system and stamp the invoice canceled using the "ENTERED" stamp.  

4. Non-participant invoices will be paid on a weekly basis as they are received.

5. The Fiscal Director or designee will review the accounts payable preliminary check register generated by the system and make any corrections necessary.

6. The Fiscal Director or designee will then generate the checks and separate out the yellow check copies and forward the original checks, with supporting documentation, to the authorized individuals for signature.  A check register will also be printed and maintained in a check register binder.

7. Once the checks have been signed, they will be forwarded to the Administrative Assistant for mailing and/or distribution.  The Fiscal Director, or designated preparer of the checks, may not touch the checks again once the checks have been signed.  The supporting documentation shall be forwarded back to the fiscal department to be attached to the yellow check copies and filed in the appropriate vendor file. 

8. Heartland Works currently makes payments for weekly payroll federal tax payments and retirement contribution deposits via electronic funds transfer (EFT). A dummy check is created for the tax payment and the retirement contribution payment and marked void for tracking and bank reconciliation purposes.  The Fiscal Director initiates the payroll tax deposit via the EFTPS Voice Response System, and the retirement contributions via email through the e-Datagate system as established by the retirement plan third-party administrator.

9. A file for every accounts payable vendor will be opened and maintained.  At the end of the fiscal year, such files will be boxed up and stored on site until they have been audited.  New vendor files will be opened each program year.

10. When possible Heartland Works will take advantage of discounts offered.  However, because the drawdown can take up to five working days some discounts may be missed.

11. Office space will be made on a rental basis and the cost will not be more than the fair market value of the space.  

J. SPECIAL PROJECT PAYMENTS

1. All special project payments must be submitted on Heartland Works’ Special Project Voucher (similar to that included in Appendix S).  All expenses that are to be reimbursed must be documented by vendor records, which shall be attached to the Special Project Voucher.  Vendor records may consist of general ledger printouts and/or copies of receipts.

2. Special project vouchers will be routed to the Fiscal Director for verification purposes and for signature.  Special project vouchers that meet the above requirements shall be paid.  Such vouchers will be paid at least on a monthly basis.

X.  SEQ CHAPTER \h \r 10CHECKS
A. Checks under $3,500.00 shall be signed by two authorized AAO staff members (or one authorized staff member and a member of the Board of Directors).  The Executive Director and Director of Operations shall be authorized to sign on Heartland Works’ bank account.

B. Checks over $3,500.00 shall be signed by one authorized AAO staff member (see number one above) and by one member of Heartland Works’ Board of Directors.  Heartland Works’ bank has been notified not to pay checks over $3,500.00 unless the check bears the signature of one AAO authorized staff member and one signature of Heartland Works’ Board members (see Appendix T).
C. All blank checks will be locked and kept secure.

D. Signature stamps will not be used; original signatures will be used.

E. All checks shall be issued through the American Fundware system.  Few exceptions will be made for the issuance of manual checks.

F. Two signatures will be required for every check.

G. The original of each check will be distributed to the payee, the carbon copy shall be filed in the appropriate customer or vendor file whenever possible.

H. All check registers will be filed in a check register binder by the Fiscal Director or designee.

I. Voided checks shall have "VOID" boldly written in ink across the face of the check, shall have the signatures cut out and shall be filed in numerical order along with the canceled checks.  Such checks will be voided on the check register and in the accounting system.

J. If a check is voided after posting, a reversing entry shall be made through a journal entry.

K. In no event will checks be made out to "cash" or "bearer", or will checks be authorized and prepared without supporting documentation. No checks will be issued on verbal authority.  (As of May 2001, Commerce Bank & Trust had issued a policy indicating they could no longer accept checks made payable to “Commerce Bank & Trust” for money orders, and requested such checks be made payable to “Cash”.  Refer to Appendix AD.  Therefore, Heartland Works will issue checks made payable to “Cash - Money Order” for money orders only.)
L. Heartland Works will maintain one bank account.  Heartland Works will, however, have two types of checks, one being an accounts payable check, which will be blue, and the other being a payroll check, which will be green. 

M. When a current signer on the account leaves the Company or Board, the person will be removed from signing authority on the account.

N. No checks will be signed in advance, without all portions of the check being completely filled out.

XI.  SEQ CHAPTER \h \r 11BANK RECONCILIATIONtc " BANK RECONCILIATION"
A. Bank statements will be forwarded unopened to the Executive Director.  The Executive Director will open and review the bank statement for any questionable activity and compare all deposits with the HWI Incoming Receipts Register.  Upon review and approval, the Executive Director will initial and date the bank statement and forward it to the Fiscal Director or designee. 

B. The Fiscal Director or designee will enter A/P cancelled checks and EFT transactions in the A/P module of the American Fundware system as reconciled.  (As of July 2000, Commerce Bank & Trust no longer returns cancelled checks with the bank statement.  Instead copies of the cancelled checks are included and used for the reconciling process.) The system will then generate an outstanding A/P report, which will be filed with the bank statement and used in the reconciliation.

C. The Fiscal Director or designee will enter P/R cancelled checks and EFT transactions in the P/R module of the American Fundware system as reconciled.  (As of July 2000, Commerce Bank & Trust no longer returns cancelled checks with the bank statement.  Instead copies of the cancelled checks are included and used for the reconciling process.) The system will then generate an outstanding P/R report, which will be filed with the bank statement and used in the reconciliation.

D. The Fiscal Director or designee will generate a report from the American Fundware system which will show the ending general ledger cash balance for the month being reconciled.  The bank balance will be reconciled to the general ledger cash balance.  (See Appendix U)

E. The Fiscal Director or designee will note any checks over 90 days, and shall take appropriate action on these checks.

F. Upon completion of the bank reconciliation, the Executive Director shall review and sign off approval.

G. The reconciled bank statements shall be maintained in the fiscal files.

H. Bank statements, copies of canceled checks and the reconciliation documents shall be boxed and maintained together.  Bank statements will be maintained in chronological order. 

I. Unclaimed Participant Wages & Other Unclaimed Payments -Heartland Works will follow the state law as it pertains to the Disposition of Unclaimed Property (K.S.A. 58-3901).  Refer to Section XXI, Unclaimed Property, for details.

XII.  SEQ CHAPTER \h \r 12RECORD RETENTION POLICYtc "RECORD RETENTION POLICY"
All vendor and customer records concerning the fiscal system will be clearly marked and maintained by fiscal year for at least three years from the date the audit for that period is determined fully resolved.  It shall be HWI’s policy to maintain hard copies of system printouts (trial balances, expense reports, general ledger, etc.) , final annual disk backup copies, payroll documents (941's, W-2's, etc.) bank statements/reconciliations and cancelled checks for at least seven years. The system printouts and annual backup copies will be maintained by fiscal year.  Payroll documents, bank statements and cancelled checks will be maintained by calendar year.   Non-expendable property records shall be maintained until the audit has been completed and resolved for the fiscal year in which the property was disposed.  If possible, all such fiscal records will be kept on site.  Records may not be destroyed without acquiring prior written approval from the Secretary of Commerce.

XIII.  SEQ CHAPTER \h \r 13CREDIT CARD


Beginning in mid 2000, many of Heartland Works “charge accounts” with various vendors such as Office Depot and Wal-Mart were eliminated due to restructure and change in operation policies by the vendors.  Charge accounts enabled Heartland Works to make purchases at the vendors locations by submitting a purchase order or letter of authorization at time of purchase and then the vendor would bill later. Such accounts did not require Heartland Works to maintain credit cards.

With the elimination of the charge accounts, many of the vendors implemented a “credit card use only” policy for charged purchases.  Therefore, Heartland Works has found it necessary to incorporate a credit card policy.  Refer to Appendix AE for the Wal-Mart Credit Card policy.

XIV.  SEQ CHAPTER \h \r 14REPORTING

A. Monthly Fiscal Reports

1. State Fiscal Reports




The Fiscal Director is responsible for submitting monthly fiscal reports to the Kansas Department of Commerce. 

a. After the Fiscal Director or designee has posted all necessary accrual and other entries to the general ledger for month end closeout, a trial balance will be run and reviewed for accuracy and additional corrections if necessary.

b. The Fiscal Director or designee will then generate the fiscal reports from the Extended Report Writer module in the American Fundware system in the format as prescribed by KDOC. (See Appendix V) The fiscal reports will then be forwarded to the Executive Director for review and approval.

c. The Fiscal Director will forward the state fiscal reports to KDOC Fiscal Management after approval and signature.

2. Board Fiscal Reports




Board fiscal reports will also be prepared by the Fiscal Director or designee and reviewed and approved by the Executive Director.  The Board reports indicate cost limitations and whether guidelines are being met.  (See Appendix V)

a. The Board fiscal reports will be based on the information provided on the state fiscal reports.

b. The Board fiscal reports will be presented by the Fiscal Director and discussed at the regularly scheduled Board meetings.  All non-compliance issues are to be brought to the attention of the Board of Directors.

3. Management Reports

a. Administrative Budget





An administrative budget vs. actual expenditures report (see Appendix V) will also be run monthly to be reviewed by management staff.  Sometimes this report may also be requested to be presented at the Board meetings.  This report details by cost category (admin and program) how HWI is doing on the separate budget established for operating expenses (salaries, rent, etc.)

b. Rep Field Obligation/Expenditure Reports





The fiscal department will generate obligation/expenditure reports for each ETS and/or field office on a monthly basis.  The Fiscal Director or designee will then combine all the field office reports into one report to be given to management and/or Board members for review and analysis. The field reports will also be forwarded to the field reps for their review and reconciliation with the information they have on hand.

c. Other Reports





It will be the responsibility of the Fiscal Director to provide any fiscal reports as requested by the Executive Director, the Board or any other staff for particular information that is not generated on a normal basis. Example: A detailed report on the cost of staff salaries and benefits.

B. IRS Reports



The Fiscal Director (or the Fiscal Director’s designee) is also responsible for completing all required IRS reports unless otherwise contracted out.

C. Financial Report Summary



Appendix V also includes a summary of financial reports indicating to whom the reports must be issued and how often.

XV.  SEQ CHAPTER \h \r 15INTERNAL CONTROLS

Heartland Works, Inc. will meet the requirements of GAAP, including the following:

A. Cash Receipts



At least two persons must be involved in the cash receipt process.

B. Cash Disbursements

1. Timesheets must be signed by the employee and a supervisor.

2. At least two persons must be involved in all cash disbursement processes.

3. The preparer of any check should not touch it after it is signed.

4. Payroll must be checked for accuracy by someone of higher authority than the preparer.

5. All checks must be transmitted by mail or, if hand delivered, require a signed receipt.

6. Subcontractor payments must be approved by staff of sufficient authority.

7. All disbursements shall be by check or EFT.

C. Allocations



Allocations must be approved by someone of higher authority than the preparer.

D. Reconciliations



The preparer of the bank reconciliation cannot do the reconciliation alone if he/she is involved in any of the cash receipts or cash disbursement processes.

E. Analysis of Separation of Duties for HWI



FUNCTION




EMPLOYEE POSITION

Approves:

Invoices for payment




FiscalDirector, FieldReps & Executive Director & Operations

Journal Entries





Fiscal Director

Personnel Actions





Executive Director & Board

Purchase Authorizations




Fiscal Director & Executive Dir.

Purchase Orders





Fiscal Director

Cost Allocations





Fiscal Director

Certifies payrolls for:

Accuracy






Authorized signors on checks

Authenticity for payee




Authorized signors on checks

Controls timesheets





Fiscal Director & Admin Asst.

Collects timesheets





Admin Asst.

Custodian of:

Blank checks






Fiscal Director

Equipment inventory records



Fiscal Director & Admin.Asst.

Perpetual inventory records for supplies


Fiscal Director & Admin. Asst.

Supplies inventory





Admin Asst.

Undelivered checks





Admin Asst.

Delivers payroll checks




Admin Asst.

Makes unscheduled reconciliation of:

Equipment






Executive Director 

Makes deposits in bank:

Cash







Fiscal Director

Checks






Fiscal Director

Opens:

Bank Statements





Executive Director

Mail







Admin Asst.

Posts leave earned and taken to cumulative

Admin Asst. & Fiscal Director

 leave records

XVI.  SEQ CHAPTER \h \r 16ALLOWABLE COSTS/DETERMINING COST CATEGORIES LIMITATIONS

A. ALLOWABLE COSTS

The State of Kansas and federal regulations governing funding sources require Heartland Works to comply with OMB Circular A-122.  OMB Circular A-122 contains some examples of allowable costs and unallowable costs, though A-122 specifically states that the list of allowable costs is not exhaustive.  Heartland Works shall pay the following costs that are not specifically prohibited or mentioned in OMB Circular A-122:

1. Advertising costs including outreach brochures, newsletters and reports aimed at prospective participants and employers; and commercials aimed at prospective participants and employers.

2. Reasonable beverage/meal costs associated with Heartland Works meetings, including Board meetings and Staff meetings that are scheduled to last for more than 2 hours, are allowable when the primary purpose of the meeting is the dissemination of information relating to the programs operated/administered by Heartland Works.

Heartland Works shall also comply with each of its funding sources’ specific allowable/unallowable costs identified in its appropriate legislation.  Specific attention to Workforce Investment Act Final Rules & Regulations, 20 CFR Part 667.260-667.268.

B. DETERMINING COST CATEGORIES

With the implementation of the Workforce Investment Act in July 2000, cost categories changed significantly.  The WIA programs require only two categories: administration and program.  

1. ADMINISTRATION COST CATEGORY - WIA




Specific definition for WIA Administrative costs is found in the WIA Final Rules & Regulations, 20 CFR Part 667.220.  Basically, “the costs of administration are that allocable portion of necessary and reasonable allowable costs.... for performing the overall general administrative functions and coordination of those functions under WIA title I... which are not related to the direct provision of workforce investment services, including services to participants and employers.”  These costs include but are not limited to accounting, budgeting, financial and cash management, procurement and purchasing, property management, personnel management, payroll, audit and audit resolution, developing systems needed for these administrative functions and monitoring and oversight of such administrative functions.  

2. PROGRAM COST CATEGORY - WIA

Program costs are all those costs, which are related to the direct provision of workforce investment services, including services (core, intensive and training) to participants and employers.  These costs include, but are not limited to, purchase, development & operating of systems for tracking and monitoring participant and performance information, employment statistics, performance and program cost for eligible providers of training services and youth activities, and local area performance information.  

C. UNALLOWABLE COSTS

Heartland Works will not knowingly incur costs that are unallowable as determined in OMB A-122, 29 CFR 95 et al and the funding sources of the programs administered by Heartland Works.  Specific unallowable costs for WIA are found in the WIA Final Rules & Regulations 20 CFR Parts 667-260 through 667-268, which includes some prohibitions against construction costs, employment generating activities, wages of incumbent employees, public service employment, foreign travel, sectarian activities and encouragement of business relocation.  

HWI subcontractors will be monitored for unallowable costs.  The Fiscal Director shall also track subcontractor expenditures to ensure all contract limitations are adhered.  The Fiscal Director will not reimburse expenditures over the contract budget limitations.

The Fiscal Director shall track in-house monthly expenditures as well to ensure all limitations are adhered.  Should any limitations be exceeded, the Fiscal Director shall inform the Executive Director so corrective action may be taken.

D. COST CATEGORY LIMITATIONS



The following are summarized limitations on the current grants operated  by HWI:

1. Worforce Investment Act

a. Administration - no more than 10% of the amount allocated to the local area. (Allocations include WIA Adult, Youth and Dislocated Worker.)

b. A minimum of 30% of allocated youth funds (minus the 10% for administration) must be expended on Out-of-School youth.

XVII.  SEQ CHAPTER \h \r 17FISCAL YEAR END CLOSE

Heartland Works’ fiscal year runs from July 1 to June 30.  A fiscal year account will not be kept open more than 60 days after the close of the fiscal year.  This period will be referred to as the interim period.  During the interim period the prior fiscal year accounts and the new fiscal year accounts will both be kept open.  During the interim period disbursements, which were incurred during the prior fiscal year but received during the interim period, will be paid out of the prior fiscal year.  After the interim period, any disbursements or invoices, which were incurred during the prior fiscal year, will be paid out of the new fiscal year.  However, HWI will allow for any prior period auditor adjustments as necessary.

While Heartland Works will close its fiscal year, each year's allocation by fund will be maintained during the funding period separately, in line with the Workforce Investment Act regulations.
XVIII.  SEQ CHAPTER \h \r 18ANNUAL AUDIT

An audit will be performed covering all grants received on an annual basis.  A Request for Proposal (RFP) regarding the audit contract will be issued in approximately May of each year for the fiscal year ending June 30, unless an audit contract is to be renewed for a second or third term.  The audit should be completed and presented to the Board of Directors no later than November of the same year.  This will insure that any problems found will not be unnecessarily duplicated in the following years.  A copy of the audit report will be sent to the Kansas Department of Commerce. 

A. Audit Requirements

1. Heartland Works, Inc. and all its subcontractors, except those exempted in Paragraph 3 of this section, shall be audited.  Audit reports should include the audit of all WIA and any other state or federal funds administered by HWI.

2. Audits shall be done in one of four ways:

a. Single Audit Act of 1984 as amended 6/30/97





Units of state and local government shall follow the Single Audit Act and OMB Circular A-128. 

b. OMB Circular A-133 Audits





Institutions of higher education and non-profit organizations shall utilize OMB Circular A-133 “Audits of Institutions of Higher Education and Other Non-Profit Institutions”.  
c. A commercial organization which is a subrecipient and which receives $500,000 or more a year in federal financial assistance to operate a federally funded program shall have either:

a program specific annual independent financial and compliance audit conducted and prepared in accordance with generally accepted government auditing standards; or 

an organization-wide audit that includes coverage of the WIA program within its scope.




d.
All other audit programs.

HWI shall contact KDOC Fiscal Management for guidance on audits for those subcontracting entities not included in paragraph A.2.a, b, or c of this same section.

3. Exemptions to complete audit coverage include:

a. Those agencies exempted from audit requirements by the Single Audit Act (OMB Circulars A-128 and A-133) are exempt from any audit requirements listed herein.

b. Employers of OJT participants operating under OJT contracts are not required to have audit coverage.  OJT contracts are required to be monitored as outlined in the OJT requirements.

4. All audit reports must present financial information (revenues and expenditures) in sufficient detail to allow for reconciliation to expenditure reports.  This may be done as part of the required audit report schedules or on supplemental schedules.

B. Audit Submission and Resolution



Heartland Works, Inc shall submit a copy of the audit to KDOC within 30 days of completion, but no later than nine (9) months after the end of the audit period.



For further details on audit submission and resolution, HWI and its subcontractors will also follow the guidelines provided by KDOC in the Business Development Division Policies & Procedures Manual,  Audit and Audit Resolution, Policy #1-08-00.

XIX.  SEQ CHAPTER \h \r 19PROGRAM INCOME

Program income is defined as gross income earned from federally funded supported activities, including but not limited to:  income from service fees, sale of commodities, usage or rental fees, royalties on patents or copyrights.  Program income may be expended on allowable programs or projects within the regulations or any amendments applicable to the federal funding from which the program income was earned.  Federal funding cost limitations shall apply.  Program income earned shall be identified and controlled within the accounting system.  All retained Program Income is to be expended within the program year earned.

The only program income HWI earns is small amounts of interest from the Sweep Account.  Any time HWI’s balance in the checking account at Commerce is over $100,000, the excess is swept into another account over night and redeposited into the checking account with interest earned.

It is HWI’s policy to allocate the interest to the funds based on the drawdown, which caused the overage and record it as such:


Adult Misc. Revenue



xxxxx


Youth Misc. Revenue



xxxxx


Dis. Worker Misc Revenue



xxxxx


Adult Cash


xxxxx


Youth Cash

 
xxxxx


Dis. Worker Cash

xxxxx

The drawdowns for the particular grants for which the misc. revenue has been credited to, are thus reduced by the misc. revenue amounts.  And the overall grant drawn from KDOC is also reduced by what HWI has recorded as misc. revenue.  Example: If HWI has an Adult grant of $500,000 and misc. revenue of $25.00 has been applied to the Adult grant, only $499,975 will be drawn from KDOC.  

Upon year-end, HWI will forward a check to KDOC for any interest earned during the year and draw down from the appropriate grants.  This will facilitate the close out of grants so that draws will equal expenditures upon close out.

HWI believes this is the best way to handle the interest income.  The small amount of interest income does not warrant the time and efforts it would take to adjust the Local Area Plan, track it on a separate monthly fiscal report, etc.  Should HWI at some point in the future ever earn program income from other means than the sweep account interest, the tracking of the income will be provided in the Local Area Plan, tracked separately on a separate fiscal report to KDOC and a closeout package will be submitted for the program income as prescribed in the KDOC Business Development Division Policies & Procedures Manual.

XX. ACCOUNTING SERVICES FOR OTHER AGENCIES

Heartland Works may, with approval of the Board of Directors, provide accounting services to other Local Area Entities, and/or non-profit or for-profit agencies on a fee-for-service basis or cost-reimbursement basis.

XXI. UNCLAIMED PROPERTY

Heartland Works, Inc. will follow the requirements in the Uniform Unclaimed Property Act, K.S.A. 58-3934 et seq. for maintaining compliance in regards to unclaimed property.  Unclaimed property for Heartland Works’ purposes primarily consists of any of the following:



1)
Uncashed payroll checks (staff and/or work experience) over one year from date payable



2)
Uncashed accounts payable checks (vendors, special projects, etc) over five years from date payable--exception: supportive service payments to clients for transportation or childcare reimbursement or any other supportive service will be voided if check has not been cashed after six months from issue date and client cannot be located or contact has failed.  Supportive services are granted to certain clients based on need and their attendance during training, therefore, if a check is uncashed after six months and no inquiry has been made by the client as to whereabouts of check and/or client has terminated his/her training program and cannot be located, it is determined the support service is no longer a “necessity”, in which case the uncashed support checks may be voided if contact attempts have failed.  Supportive services are not considered a “payable” in the sense that they are not “earned” payments like hours worked or a service or product provided in exchange for payment of such work performed or service or product provided.


A.
Upon reconciliation of the bank statement, should there be any outstanding checks older than three months, the Fiscal Director will attempt to make contact with the payee via letter, phone or other known contacts to determine if the check has been received and if a replacement needs to be issued.  



1)
If contact is made and a check has been lost or misplaced, a replacement check will be issued after a stop payment has been issued on the original check and properly voided in the accounting system.



2)
If contact attempts have failed, the Fiscal Director will keep a list of unclaimed checks and follow the appropriate procedures for filing unclaimed property with the State Treasurer’s Office.


B.
In July of each year, any unclaimed payroll checks that became over a year old during the fiscal year just ended (fiscal year is July 1 through June 30) and any unclaimed accounts payable checks that became over five years old during the fiscal year will be prepared for filing with the State Treasurer’s Office on or before November 1st.


C.
One last attempt to contact the payee(s) will be made in July for those payments, which are to be forwarded to the Treasurer before November 1st.  Example of final due diligence letter is included in Appendix AA.


D.
During the month of October, the Holder Report Form (Appendix AA) will be completed listing any remaining unclaimed property (those described in Paragraph B. above) after due diligence attempts.  A check made payable to the Kansas State Treasurer - Unclaimed Property Division will accompany the report for the amount of unclaimed property.  (Instructions for completing the report and the latest information regarding the Uniform Unclaimed Property Act can be found at kansascash.com)


E.
Other items (other than uncashed payroll and accounts payable checks referenced above) that may be considered unclaimed property such as unidentifiable receipts, etc. will be handled as prescribed in K.S.A. 58-3934 et seq.
ATTACHMENT M-2

[image: image6.png]



LOCAL AREA II

ELIGIBLE TRAINING PROVIDER

POLICIES & PROCEDURES

Table of Contents

III-1I.
Introduction


IV-1II.
Definitions


V-1III.
Initial Eligibility


VI-1IV.
Subsequent Eligibility


VII-1V.
Denial and Appeal Process


VIII-1VI.
Attachments





III. Introduction

The Local Area II Eligible Training Provider Certification System has been developed in response to the requirements of Section 122 of the Workforce Investment Act of 1998 (Public Law 105-220) signed into law on August 7, 1998 by President Clinton.  The Workforce Investment Act (WIA) replaced the Job Training Partnership Act (JTPA) effective July 1, 2000.

The WIA emphasizes informed customer choice, system performance and continuous improvement.  Section 122 of the WIA requires the Local Workforce Investment Board and the State to identify training providers whose performance qualifies them to receive WIA funds to train adults and dislocated workers.  Once training providers are determined eligible, they are placed on a state-wide list which also makes them eligible to receive Individual Training Account (ITA) vouchers, the instruments established on behalf of WIA eligible customers to purchase training.

This policy is based on the requirements of WIA Section 122, WIA Final Rules & Regulations, 20 CFR 663, Subpart E, and the Kansas Training Provider Certification System #3-16-00.  The aforementioned may be referenced for guidance on items that may not be addressed in this policy.

IV. Definitions

Education-Related Expenses: Those expenses not included in tuition, books, fees, supplies, tools, uniforms, etc that are necessary for a student to remain in and/or complete his/her training (i.e., living expenses, transportation, childcare, etc.)

Eligible Provider of Programs of Training Services:

1) Postsecondary educational institutions that:

a. are eligible to receive federal funds under title IV of the Higher Education Act of 1965 (20 U.S.C. 1070 et seq.); and

b. provides a program that leads to an associate degree, baccalaureate degree, or certificate;

2) Entities that carry out programs under the National Apprenticeship Act (50 Stat. 664, chapter 663; 29 U.S.C. 50 et seq.);

3) Other public or private providers, including faith-based providers, of a program of training services that does not meet 1) or 2) above.

4) Exceptions:  On-the-Job Training (OJT) providers, customized training providers and youth activities providers awarded contracts through a competitive bid process

ITA: Individual Training Account; the method established on behalf of a WIA-eligible client to purchase training services with WIA funds.
KDOC: Kansas Dept. of Commerce; the State agency responsible for compiling the Kansas Eligible Training Provider List and carrying out the State agency  requirements of Section 122 of the WIA.

KJL: Kansas JobLink – the Internet-based system used for tracking eligible training provider information; maintained by the Kansas Dept. of Commerce.

LWIB: Local Workforce Investment Board; for the purposes of this document, LWIB specifically references the Local Area II Workforce Investment Board aka Heartland Works, Inc. 
Programs of Training Services:

One or more courses or classes, or a structured regimen that upon successful completion leads to:

1) A certificate, an associate degree, or baccalaureate degree, or

2) The skills or competencies needed for a specific job or jobs, an occupation, occupational group, or generally, for many types of jobs or occupations, as recognized by employers and determined prior to training.

WIA: Workforce Investment Act of 1998 (Public Law 105-220)

V.   Initial Eligibility

A. Programs eligible under title IV of the Higher Education Act and apprenticeship programs registered under the National Apprenticeship Act
1. Submit requested information on-line at www.kansasjoblink.com and submit hard copies of requested documents to LWIB.  Refer to Initial Eligibility Package (Attachment A).  

a) Completion of performance information is optional.

b) An application must be completed for each training site and for each training program.

2. LWIB review, approve and submit approval to KDOC via KJL within 30 days of receipt if acceptable, and also send letter of approval to the submitting entity.  If not acceptable, return application to submitter with letter detailing reasons for denial.  Applications will be presented to the LWIB-appointed Initial Eligibility Committee for approval on the LWIB’s behalf.  

3. Review by KDOC is not necessary to verify performance data on these applications.  KDOC will mark approved application as “WIA Approved” on the Kansas Eligible Training Provider List.

4. Initial applications will be accepted throughout the year.
B. Programs that are not eligible under title IV of the Higher Education Act nor registered under the National Apprenticeship Act

1. Submit requested information on-line at www.kansasjoblink.com and submit hard copies of requested documents to LWIB.  Refer to Initial Eligibility Package (Attachment A).  

a) Completion of performance information is required.

(1) The program completion rates for all individuals participating in the program(s);

(2) The percentage of all individuals participating in the program(s) who obtained unsubsidized employment; and

(3) Average wages at placement in employment of all individuals participating in the program(s).

b) If the performance information is not available or verifiable, and at the request of the LWIB, a provider may submit an electronic record to KDOC of training participant names, social security numbers and the date completed (or left) training, and request a match against the Unemployment Insurance Wage Records in order to obtain information for a)(2) & a)(3) above.  The information must be provided in a format specified by KDOC.  (Refer to Attachment F for format specifications.) Participants within the performance pool must have completed or ended training at least five (5) months prior to submission to be matched against the Wage Records.  Such data will be provided on a cost recovery basis, with the expenses borne by the provider.

c) If the program is a new program and does not have performance information, the LWIB will not consider the program until the first 12 months of performance information is available.

d) An application must be completed for each training site and for each training program

2. LWIB review, approve and submit approval to KDOC via KJL within 30 days of receipt if acceptable, and also send letter of approval to the submitting entity. If not acceptable, return application to submitter with letter detailing reasons for denial.  Applications will be presented to the LWIB-appointed Initial Eligibility Committee for approval on the LWIB’s behalf.  

3. Review by KDOC is necessary to verify performance data on these applications.  If performance data is unacceptable, KDOC will provide a written determination of denial to the applying entity and the LWIB within thirty (30) calendar days of the receipt of the LWIB-approved application. KDOC will mark approved applications as “WIA Approved” on the Kansas Eligible Training Provider List.

4. Initial applications will be accepted throughout the year.

VI. Subsequent Eligibility

A. General Guidelines

1. All training providers must undergo an annual eligibility determination.  Failure of a training program to apply for re-certification will result in the expiration of the eligible program and removal from the Kansas Eligible Training Provider List.

2. The following verifiable program-specific performance information must be submitted to be considered for continued eligibility:

a) Outcomes for all individuals participating in the program:

(1) Program completion rates;

(2) Percentage who obtained unsubsidized employment; and

(3) Average wage at placement in employment

b) Outcomes for WIA participants in the program:

(1) Percentage who have completed the program and are placed in unsubsidized employment;

(2) Retention rates in unsubsidized employment of participants who completed the program, six (6) months after the first day of the employment;

(3) Average wages received by participants who completed the program six (6) months after the first day of the employment; and

(4) Where appropriate, the rates of licensure or certification, attainment of academic degrees or equivalents, or attainment of other measures of skills of the graduates of the program

3. Information must be submitted for program costs (i.e., tuition, fees, books, supplies, tools, etc.) for each program.  None of the costs may include the cost of accommodating a qualified student with a disability (i.e., deaf interpreter, Braille note taker, etc.)

4. The LWIB and KDOC may accept program-specific performance information consistent with the requirements for eligibility under title IV of the Higher Education Act of 1965 from the provider for purposes of enabling the provider to fulfill the requirements for subsequent eligibility determination if the information is substantially similar to the information required.

5. Subject to KDOC approval, alternate procedures may be used to collect and verify supplemental performance information.  Approval and use of an alternate procedure shall not release the provider from the obligation to provide the required information.  Supplemental performance data submitted through the use of an alternate procedure must be in accordance with formats determined by KDOC.
B. Performance Standards

The LWIB shall annually adopt its standards within thirty (30) calendar days of the Governor’s action to establish State standards of performance.  The LWIB standards must meet or exceed the standards adopted by the Governor.  The current Local Area II Performance Measures are included as Attachment C.

C. LWIB Considerations in Determining Subsequent Eligibility

1. The LWIB must consider the following in making determinations of subsequent eligibility:

a) Specific economic, geographic, and demographic factors in the local area(s) in which the provider seeking eligibility is located;

b) Characteristics of the population(s) served by the provider seeking eligibility, including the demonstrated difficulties in serving such population(s), where applicable;  (Examples: disabled population, at-risk out of school youth, etc.)

2. Additional factors the LWIB may consider are the following:

a) Current and projected occupational demand within the local area;

b) Performance of a provider of a program(s) of training services, including the extent to which the annual standards of performance established by the LWIB have been achieved.

c) Cost of training services;

d) Involvement of employers in the establishment of skill requirements for the training program; 

e) Feedback of employers who employ individuals who recently completed WIA-supported training to verify that the training provided produced the expected skills; and

f) Number of individuals considered in the calculated percentages for performance measures.  
(1) Policy: If the percentage of WIA completers is 20% or less of the total number of individuals who participated in the program, then failure to meet the measures for WIA only completers will not disqualify the program from being considered for continued eligibility, provided the performance measures for all individuals are met.  Example: If the total number of participants in a program is 20, and of that 20, only 4 are WIA-funded participants who complete and the WIA measures are not met based on those four participants, then it is not held against the program because 4 out of 20 is 20% or less of the total participants.  However, the measures for “all individuals” must be met.

(2) Policy: If the total participants in a program are ten (10) or less, and the program does not meet the measures for “all individuals”, continued eligibility may still be considered.

D. Annual Re-certification Process

1. In January, LWIB will compile a list of programs whose initial eligibility and/or subsequent eligibility expires between January and June of the current year 

2. Notices will be sent to providers whose programs meet the criteria in 1. along with subsequent eligibility renewal packages (Attachment B):

3. The most recent performance information for Local Area II WIA participants who completed the programs will be generated via the KJL and used for WIA performance.

4. Completed re-certification packages will be due to LWIB by established due date.

5. The LWIB-appointed Subsequent Eligibility Committee will review applications on behalf of the LWIB and provide a written determination of acceptance or denial for continued eligibility to the eligible training provider within thirty (30) calendar days of receipt of the application.  LWIB approval of the applications will be forwarded to KDOC via the KJL.  

6. KDOC will verify the performance data provided for continued eligibility.  If unacceptable, KDOC will provide a written determination of denial to the applying entity and the LWIB within thirty (30) calendar days of receipt of the LWIB-approved application.

7. If the performance verification checks out favorable, the program will remain on the Kansas Eligible Training Provider List with marked status of “Yes” under “WIA Approved”. If the performance verification does not check out favorable, the program will either be completely removed from the list or marked status of “No” under “WIA Approved”.  Upon removal from the list, or marked as “No” under “WIA Approved”, the program may no longer be issued ITA vouchers for new client enrollments nor may customers be referred to that program.  Any vouchers previously issued to the program prior to removal from the list will be honored.  (Clarification: Any customers enrolled in the program prior to it being removed from the list will be allowed to complete their original training plan.)

8. For discontinued programs, the LWIB will cease to issue vouchers to such programs either 1) the date upon which the denial letter is issued from the LWIB, or 2) upon receipt of a denial letter issued from KDOC, whichever is first.

VII.   Denial and Appeal Process

A. LWIB Denial Process

1. Upon determination by the LWIB that an application by a training provider for specific program does not meet either the initial eligibility or subsequent eligibility criteria, the LWIB will issue a denial letter.  The denial letter is to be issued no later than thirty (30) calendar days from when the application was received.

2. A separate denial letter will be issued for each training program denied and will comply with the following requirements:

a) Be mailed to the training provider at the address listed on the application and to the attention of the contact person identified on the application;

b) Indicate the “date mailed” on the denial notice (this will be the date of the letter);

c) Identify the program that was denied;

d) Describe the specific reason for the denial; and

e) Inform the training provider of the appeal process (Attachment E)

3. A program whose initial eligibility application was denied may reapply no sooner than six (6) months after the issue date of the denial letter. The LWIB may reconsider denied initial eligibility determinations under any one or combination of the following circumstances:

a) Program demonstrates an adequate increase in performance data to meet LWIB criteria; 

b) Program has since been approved by the Kansas Board of Regents or can attest that it meets the exemption criteria from the Kansas Proprietary Schools Act;

c) Program demonstrates that it offers training that is directly linked to an occupation in demand in the local area or for occupations in sectors of the economy that have a high potential for sustained demand or growth in the local area.

4. Those programs that don’t meet subsequent eligibility criteria may reapply during the next subsequent eligibility period/cycle.
B. KDOC Denial Process

1. KDOC, upon receipt of the LWIB-approved applications and after appropriate evaluation of such applications, shall issue a determination within ten (10) working days denying any training provider/program that KDOC deems appropriate to either not be placed on the Kansas Eligible Training Provider List (initial eligibility applications) or to be removed from the Kansas Eligible Training Provider List (subsequent eligibility applications).

2. KDOC shall follow the same guidelines as outlined in A.2. above for the LWIB.

3. If KDOC, after consultation with the LWIB, determines that a provider, or an individual providing information on behalf of the provider, has intentionally supplied inaccurate information, KDOC shall terminate the eligibility of the provider (and all its training programs) to receive funds for training services for a period of not less than two (2) years.

4. KDOC will remove training providers (and all their training programs) from a list if it is determined the provider has committed fraud or has violated applicable state or federal law, including the nondiscrimination and equal opportunity provisions of the WIA and other laws identified in the Assurances Attachment.

5. If a training provider’s eligibility is terminated for reasons as outlined in 3 and 4 above, the training provider shall be liable for repayment of all WIA funds received for the program(s) during the determined period of noncompliance.
C. Appeal Process 

The Appeal Process is outlined in Attachment E.  The LWIB will designate an Appeal Committee to address appeals on behalf of the LWIB in order to meet the ten (10) working days timeline.

VIII. Attachments

Attachment A – Initial Eligibility Package

Attachment B – Subsequent Eligibility Package

Attachment C – Local Area II Performance Measures

Attachment D – Assurances

Attachment E – Appeal Process

Attachment F – KDOC Format Requirements for UI Wage Match

APPLICATION FOR

INITIAL ELIGIBILITY

Attn: Potential Kansas WIA Eligible Training Provider

Thank you for your interest in becoming a Kansas certified training provider for the Workforce Investment Act (WIA) programs. As you may already be aware, President Clinton signed the Workforce Investment Act of 1998 (WIA) on August 7, 1998.  The WIA replaced the Job Training Partnership Act (JTPA) and took effect on July 1, 2000.  The WIA requires the Local Workforce Investment Boards (LWIBs) and the state to identify training providers and programs whose performance qualifies them to receive WIA funds to train adults and dislocated workers.  The initial eligibility process was developed to meet the requirements of this legislation.

Attached you will find instructions and other necessary items to complete an initial application for a training provider and/or training program(s).  Training providers may now create a user account on line at www.kansasjoblink.com and complete much of the required information and/or update information on line as needed.  

The initial eligibility package includes the following:

· Helpful Hints/Instructions

· Kansas JobLink Users Guide for Training Providers (separate attachment)

· Training Provider Cover Sheet

· Training Program Worksheet to be completed for each training program for which you are seeking WIA approval. You may need to make extra copies of the worksheet if needed.

· Certificate of Debarment & Suspension Attachment & Assurances Attachment – must be completed once.

· Local Area II Performance Measures – information purposes only

Our Local Workforce Investment Board (LWIB) will review and approve/disapprove all initial applications. We reserve the right to accept or reject any or all applications.  Applicants will be notified in writing of the decision.  The Kansas JobLink Unit (KJL) will also be notified of any approvals. KJL reserves final right to accept or reject any applications within thirty days from the notice of approval from the LWIB.  You will be able to confirm WIA approved eligibility by reviewing your application on line at www.kansasjoblink.com.  Training programs marked as “WIA Approved” indicate final WIA approval status. 

The initial eligibility period is not to exceed 18 months.  For subsequent eligibility and to remain “WIA Approved”, all providers will be required to submit performance data and meet performance criteria as set forth by the state and the Local Workforce Investment for each training program offered.  The current performance measures are attached for your information.  These measures are subject to change each year and may be different by the time your organization/programs are up for renewal.

Thank you again for your interest in becoming an “Eligible Training Provider”. If you have any questions, please email me at phylm@heartlandworks.org or call me at (785) 234-0500.  

Sincerely,

Phyllis McCune

Fiscal Director

Encl.

HELPFUL HINTS/INSTRUCTIONS

1) Set up a User Account (page 3 of the Users Guide).  Approval for the User Account may take 24-72 hours, therefore, this will need to be done before a user has access and can add/update information on line.

2) Complete the Certificate of Debarment Attachment and the Assurances Attachment.  You will also complete something similar on line but we require signed hard copies of these for our files.  Only one copy needs to be completed per training provider.

3) Complete the Training Program Worksheet for each program.  This is a two-page document so be sure to complete both pages.  You may need to make extra copies of the worksheet as needed.

4) Once you have completed the above steps and have received approval of the user account you established in Step #1, you are ready to go online www.kansasjoblink.com to update information.  Applicable instructions begin on page 6 of the Users Guide, however, it is recommended you first review the Users Guide in its entirety to familiarize yourself with the screens and information required.  (NOTE: While entering information on line, do not hit the “Back” key to go back to a previous entry (use your mouse instead).  It will close you out of the program and you will have to start over.)
5) The performance information you completed on the worksheets will need to be entered online for each program.  You will only be completing the performance information regarding ALL STUDENTS.  The WIA Participant Performance is not applicable for initial providers/programs.

6) After the online information is completed for each program, complete the Training Provider Cover Sheet and mail the following 1) Training Provider Cover Sheet; 2) Training Program Worksheet (for each program); 3) Certificate of Debarment & Suspension Attachment; and 4) Assurances Attachment to:

Phyllis McCune

Heartland Works, Inc.

610 SW 10th, Suite 210

Topeka, KS  66612-1616 

If you require additional information , please contact Phyllis at (785) 234-0500 or phylm@heartlandworks.org.

Training Provider Cover Sheet

Initial Eligibility

Training Provider:__________________________________________________

Address: _________________________________________________________

City/State/Zip/County:_______________________________________________

Phone:___________________________________________________________

Federal EIN:______________________________________________________

Name/Title of Contact Person:________________________________________

E-mail Address:____________________________________________________

Date Information Completed on Kansas JobLink: _________________________

Authorized Signature:  By signing, I hereby certify that all information provided (including attachments) is accurate as of the date of submission.  I also understand that my institution/organization may be asked to provide supporting documentation concerning the information presented before renewal is considered.  

Certified by:   _____________________________________________________



Signature of Authorized Official



_____________________________________________________



Typed/Printed Name of Signatory



_____________________________________________________



Signatory’s Official Title



_____________________________________________________



Date

TRAINING PROGRAM WORKSHEET

Training Program: ___________________________________  CIP# _____________________

1) Is the program Kansas State Board of Regents approved?    _______Yes   _______No

2) If no, is the program approved by the equivalent in another state?  ______ Yes ______No

   Which State/Which Agency?___________________________________________________

3) If no to both #5 & #6, does the program meet one or more of the exemptions from the provisions of the Kansas Proprietary Schools Act (K.S.A. 72-4916 et seq.)?

____________Yes    ______________No

4) Is this an apprenticeship program registered with the Kansas Apprenticeship Council or US Department of Labor Bureau of Apprenticeships and Training?

___________Yes:   Date Registered: ___________________  Which State? ______________

___________No:   Is Registration pending? ____________Yes  ___________No

Note: If the answer is no to #1, #2, #3 and #4, the program will not be considered for approval.  For more information on the Kansas Proprietary School Act, please contact Dr. Patricia Anderson at the Kansas Board of Regents at (785) 296-4917.

PERFORMANCE:

A training provider that is covered by the Higher Education Act of 1965 or is a registered apprenticeship is not required to provide the following performance data information for initial eligibility.  However, it is encouraged.

All other training providers (not covered by the Higher Education Act of 1965 or registered apprenticeship) are required to complete the following performance data information for initial eligibility. 

Twelve-month period being reported: __________________ to _______________

1) Number of all students who participated in the program:                                                    


Total active participants during the twelve-month period for which you are reporting. This includes all new enrollees as well as those enrollees who may be continuing in the program from the previous year. Basically this is anyone from whom you have accepted payment to attend the program during the twelve-month period.



New Enrollees 

______________


+
Continuing Enrollees 

______________





----------------------------------------


=
Total Active Participants 
______________

2) The # and % of all students who completed the program:                 


You will need the following:


Total Active Participants during the 12-month period (from #1 above)
a:_________


Dropouts during the 12-month period





b:_________


Then use the following formulas:


a – b = total # of students who completed the program = _____________


(a - b)/a = % of students who completed = _______________

3) The # and % of all students who obtained unsubsidized 

employment:


You will need the following:


Total # of students that graduated and/or completed the requirements 



of the program during the 12-month period.



c: _________


Total # of students that graduated during the 12-month period

that found employment





d: _________


Total # of students that graduated during the 12-month period that



were not available for work due to medical reasons (i.e., pregnancy)



or due to continuing onto further education.



e: _________


Then use the following formulas:


d = total # of students that found employment = _________________


d/(c – e) = % of students that found employment = _______________
4) Average hourly placement wage for all students who participated

in the program:


The average hourly placement wage you have on record for your graduates



from the program  ________________________

Please provide a brief description of the methodology used to collect and verify the performance information reported above and/or any items that need to be explained further.


APPLICATION FOR

SUBSEQUENT ELIGIBILITY

January 14, 2005

Dear Kansas WIA Eligible Training Provider:

It is time for the annual renewal certification process for training providers/programs placed on the Kansas WIA Eligible Training Provider List.  Our records indicate the  programs listed on the enclosed WIA ETP Program Renewal List are up for renewal.  Note: the list only includes those programs approved by the Local Area II  (Kansas) Workforce Investment Board (Heartland Works).  Therefore, this list may not be all inclusive of the programs due for renewal if you have other programs that were approved by other Local Area Workforce Investment Boards.  You should be in contact with any other local areas in which you had programs approved to find out the status of that area’s renewal process.

Enclosed is the subsequent eligibility package that must be completed no later than Thursday, March 31, 2005.  Training providers may now create a user account on line at www.kansasjoblink.com and complete much of the required information and/or update information on line.  

The subsequent eligibility package includes the following:

· Helpful Hints/Instructions

· Kansas JobLink Users Guide for Training Providers

· Training Provider Cover Sheet

· WIA ETP Program Renewal List

· Performance Calculation Worksheet to be completed for each program listed on the attached sheet. You may need to make extra copies of the worksheet if needed.

· Certificate of Debarment & Suspension Attachment & Assurances Attachment – must be completed once.

· Local Area II Performance Measures – information purposes only

· KDOL Text Format Specifications – follow these instructions if you require assistance from a UI Wage Match to determine performance for your programs.  This applies to those measures that are for all individuals that participated in the program.  

· Appeal Process – information purposes only

· Printouts from the Kansas JobLink of current program information available—information purposes only

You shall receive a letter of determination from the LWIB upon review of the completed information. If you fail to complete the subsequent eligibility process for the listed programs, the programs will be removed from the Kansas Eligible Training Provider List or flagged as non-WIA approved.  Customers may not receive WIA funding assistance for non-WIA approved programs; therefore, if you choose not to complete the process, we will not be able to help students with funding assistance in the listed programs.

The online “Training Provider” feature is a new feature recently added by the Kansas JobLink.  We hope it will decrease paperwork and time required to complete the process and should improve the accuracy of information displayed.  Once you create a user account, you may go online at any time to update information regarding any of your programs.  The only time you will be required to update information is during the annual subsequent eligibility process in which performance information will need to be updated, reviewed and approved in order for the program to remain WIA eligible. As with all new features, however, there are bound to be some kinks in the system, so we appreciate your patience as you work with the system.  

If you have any questions or problems, please call me at (785) 234-0500.  Thank you for your efforts in this process.  It is very much appreciated and important for customers to receive training assistance.

Sincerely,

Phyllis McCune

Fiscal Director

Encl.

HELPFUL HINTS/INSTRUCTIONS

1) Set up a User Account (page 3 of the Users Guide).  Approval for the User Account may take 24-72 hours, therefore, this will need to be done before a user has access and can update information on line.

2) Review the Kansas JobLink printouts provided for existing programs to become familiar with the information to be provided and/or updated.

3) Complete the WIA ETP Program Renewal List. Please indicate which programs are to be renewed or removed.  Reasons for removal may be: “no longer provided”; “performance information not available”; or “provider does not wish to renew”

4) If a program’s title has changed, please cross out the former title in red and write the new title above.  For example:  Accounting Program may now be Business Management Program.  Or two programs may have been combined into one program.

5) Please correct the CIP Code (Classification of Instructional Program) for each program as needed or provide the CIP Code if one is not shown.  If you require a list of CIP Codes to choose from, please send a request via email to phylm@heartlandworks.org and a list will be forwarded to you.

6) Complete the Certificate of Debarment Attachment and the Assurances Attachment.  You will also complete something similar on line but we require signed hard copies of these for our files.  Only one copy needs to be completed per training provider.

7) Complete performance information on the Performance Calculation Worksheet for each program.  This is a two-sided form so be sure to complete both sides.  You may need to make extra copies of the worksheet as needed.

8) If you are unable to gather employment information and hourly wage information and would like to request assistance from a UI Wage Match, you must follow the KDOL format requirements included as a separate attachment and attach the 3.5 disk or CD-ROM to the Performance Calculation Worksheet.  Leave the performance information blank, and upon receipt of the statistical information from KDOL, the Local area will complete the performance information for you and send a copy of the information to you.

9) Once you have completed the above steps and have received approval of the user account you established in Step #1, you are ready to go online www.kansasjoblink.com to update information.  Applicable instructions begin on page 15 of the Users Guide, however, it is recommended you first review the Users Guide beginning with #7 on page 9 for information regarding Program details.  You should update any outdated information for all options listed: Provider Details, Eligibility, Debarment, Institution Info and Programs.  Note:  While updating information online, do not use the backspace key to go back to a previous entry.  It will delete everything you changed/added and you will have to start over.

10) The performance information you completed on the worksheets will need to be entered online for each program.  You will only be completing the performance information regarding ALL STUDENTS.  The WIA Participant Performance will be calculated by Heartland Works and entered as appropriate.

11) After the online information is completed for each program, complete the Training Provider Cover Sheet and mail the following 1) Training Provider Cover Sheet; 2) WIA ETP Program Renewal List; 3) Performance Calculation Worksheet (for each program); 4) Certificate of Debarment & Suspension Attachment; and 5) Assurances Attachment to:

Phyllis McCune

Heartland Works, Inc.

610 SW 10th, Suite 210

Topeka, KS  66612-1616 

If you require additional information , please contact Phyllis at (785) 234-0500 or phylm@heartlandworks.org.

Training Provider Cover Sheet

Subsequent Eligibility

January 2005

Training Provider:____________________________________________________

Address: ___________________________________________________________

City/State/Zip/County:_________________________________________________

Phone:_____________________________________________________________

Federal EIN:_________________________________________________________

Name/Title of Contact Person:___________________________________________

E-mail Address:______________________________________________________

Date Information Completed on Kansas JobLink: ___________________________

Authorized Signature:  By signing, I hereby certify that all information provided (including attachments) is accurate as of the date of submission.  I also understand that my institution/organization may be asked to provide supporting documentation concerning the information presented before renewal is considered.  

Certified by:   ________________________________________________________



Signature of Authorized Official



________________________________________________________



Typed/Printed Name of Signatory



________________________________________________________



Signatory’s Official Title



________________________________________________________



Date

PERFORMANCE CALCULATION WORKSHEET

Training Program: ___________________________________  CIP# _____________________

Twelve month period being reported: __________________ to _______________

1) Number of all students who participated in the program:                                                    


Total active participants during the twelve-month period for which you are reporting. This includes all new enrollees as well as those enrollees who may be continuing in the program from the previous year. Basically this is anyone from whom you have accepted payment to attend the program during the twelve-month period.



New Enrollees 

______________


+
Continuing Enrollees 

______________





----------------------------------------


=
Total Active Participants 
______________

2) The # and % of all students who completed the program:                 


You will need the following:


Total Active Participants during the 12-month period (from #1 above)
a:_________


Dropouts during the 12-month period





b:_________


Then use the following formulas:


a – b = total # of students who completed the program = _____________


(a - b)/a = % of students who completed = _______________

3) The # and % of all students who obtained unsubsidized 

employment:


You will need the following:


Total # of students that graduated and/or completed the requirements 



of the program during the 12-month period.



c: _________


Total # of students that graduated during the 12-month period

that found employment





d: _________


Total # of students that graduated during the 12-month period that



were not available for work due to medical reasons (i.e., pregnancy)



or due to continuing onto further education.



e: _________


Then use the following formulas:


d = total # of students that found employment = _________________


d/(c – e) = % of students that found employment = _______________
4) Average hourly placement wage for all students who participated

in the program:


The average hourly placement wage you have on record for your graduates



from the program  ________________________

Be sure to answer questions on back for each program!

5) Is the program Kansas State Board of Regents approved?    _______Yes   _______No

6) If no, is the program approved by the equivalent in another state?  ______ Yes ______No

   Which State/Which Agency?___________________________________________________

7) If no to both #5 & #6, does the program meet one or more of the exemptions from the provisions of the Kansas Proprietary Schools Act (K.S.A. 72-4916 et seq.)?

____________Yes    ______________No

8) Is this an apprenticeship program registered with the Kansas Apprenticeship Council or US Department of Labor Bureau of Apprenticeships and Training?

___________Yes:   Date Registered: ___________________  Which State? ______________

___________No:   Is Registration pending? ____________Yes  ___________No

Note: If the answer is no to #5, #6, #7 and #8, the program will not be considered for renewal.  For more information on the Kansas Proprietary School Act, please contact Dr. Patricia Anderson at the Kansas Board of Regents at (785) 296-4917.

Local Area II Performance Measures

	Performance Measures

For All Individuals Who Participated in the Training Program
	Minimum Levels

	A. Completion rates for all individuals who participated in the training program.
	60%

	B. Percentage of all individuals who participated in the training program who obtained unsubsidized employment.
	60%

	C. Average wage at placement of all individuals who participated in the training program.
	120% of federal min. wage


	Performance Measures

For WIA Participants Who Completed the Training Program
	Minimum Levels

	D. Percentage of WIA participants who completed the program that obtained unsubsidized employment.
	50%

	E. Percentage of WIA participants who completed the program that retained unsubsidized employment longer than 6 months from the first date of employment.
	45%

	F. Average wages after 6 months of employment from the first date of employment for those WIA participants who completed the program.
	120% of federal minimum wage

	G. Rates of licensure or certification, attainment of academic degrees or equivalents, or attainment of other measures of skills for WIA participants who graduated from the program.
	45%


**For A., B. & C. – the LWIB shall defer to the provider’s policy regarding “no shows” and/or attendance on determining if someone has “participated” in the program.  However, if a provider has accepted payment for a customer, the customer will be considered as having “participated” in the program.

Kansas Training Provider Certification

Assurances Attachment

The undersigned party assures that ______________________________ (Eligible Training Provider) and all its employees responsible for providing the training services for which it has applied will comply fully with all nondiscrimination and equal opportunity provisions of the laws listed below.

· WIA Section 188, which prohibits discrimination against all individuals in the United States on the basis of race, color, religion, sex, national origin, age, disability, political affiliation or belief, and against beneficiaries on the basis of either citizenship/status as a lawfully admitted immigrant authorized to work in the United States or participation in any WIA Title I-financially assisted program or activity;

· Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination on the basis of race, color and national origin;

· Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits discrimination against qualified individuals with disabilities;

· The Americans with Disabilities Act (ADA) of 1990 which prohibits discrimination against qualified people with disabilities based on disability;

· The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the basis of age;

· Title IX of the Education Amendments of 1972, as amended, which prohibits discrimination on the basis of sex in educational programs;

· The Kansas Act Against Discrimination;

· 29 CFR Part 37 and all other regulations implementing the laws listed above.  This assurance applies to the training provider’s approval to display on JobLink information about their training/educational institution and programs to those individuals seeking such information.  The undersigned understands that JobLink has the right to remove the training provider’s information from JobLink for non-compliance.

· For training providers who submit training programs for approval as a WIA Eligible Training Provider (ETP), this assurance applies to the Eligible Training Provider’s (ETP) operation of the WIA Title I-financially assisted program or activity, and to all agreements the ETP makes to carry out the WIA Title I-financially assisted program or activity.  The undersigned understands that the United States has the right to seek judicial enforcement of this assurance.

· For training programs approved for the WIA ETP list, the training provider further agrees to collect and provide the program performance and cost information required by the Workforce Investment Act and the Governor’s Workforce Policy Board, and to accept the Individual Training Account (ITA) payment method.

____________________
__________________________________

Date



Signature






__________________________________






Title
Local Area II Eligible Training Provider

Appeal Process

1. Upon receipt of a denial notice regarding initial eligibility or continued eligibility for placement on the Kansas Eligible Training Provider List, the training provider has fourteen (14) days from the mailing date of such notice (usually the date of the letter) in which to file an appeal to the originator of the notice (either the Local Area II Workforce Investment Board (LWIB) or the Kansas Department of Commerce). The appeal notice must be sent to the individual that signed the denial notice.
2. The training provider must clearly indicate on the request for appeal that it wants to appeal the denial and must clearly identify the training program for which the denial is being appealed.
3. The request for appeal must be submitted in writing, signed and must include a factual basis for the appeal.
4. The request for appeal will be reviewed within ten (10) working days of receipt of the request for appeal.  This process is referred to as “administrative reconsideration.”
5. The LWIB may reverse its denial decision if an administrative error was made or if additional information submitted by the training provider changes the basis on which the original decision was issued.  If the LWIB reverses a prior decision, the LWIB will forward the request for appeal, documentation of the LWIB’s reversal decision and the original application to KDOC for inclusion on the Kansas Eligible Training Provider List. (The application will still have to undergo KDOC’s normal review process.) The LWIB will also inform the training provider in writing of the reversal of its decision and that the application has been forwarded onto KDOC.
6. KDOC may reverse its denial decision if an administrative error was made or if additional information submitted by the training provider changes the basis on which the original decision was issued. If KDOC reverses a denial decision, it will notify both the LWIB and the training provider of the reversal and will continue with the appropriate procedures to include the training provider/program on the Kansas Eligible Training Provider List.
7. If after the review process, the LWIB or KDOC does not reverse its original decision, it will forward the denied appeal within five (5) working days of the date the decision was made to deny the appeal to:
Mr. Bob North

Kansas Dept. of Commerce, Legal Dept

1000 SW Jackson 

Topeka, KS  66603-3182

Mr. North will in turn forward the denied appeal to the Designated Hearing Officer.

8. The Designated Hearing Officer will conduct a hearing at which the training provider and party denying the appeal (LWIB or KDOC) will be allowed to present their cases.
9. The Designated Hearing Officer will issue an independent decision based on the information gathered at the hearing.  A written decision will be issued within ten (10) working days following the hearing to the training provider, the LWIB and KDOC, as well as other interested parties.
10. If the Designated Hearing Officer reverses the denial, the LWIB and/or KDOC will comply with the decision within ten (10) working days of receipt of such written decision from the Designated Hearing Officer.  Procedures for placing the training provider/program on the Kansas Eligible Training Provider List as outlined in the Local Area II Eligible Training Provider Policies and Procedures will continue from the point prior to the original denial notice being issued.
11. If the Designated Hearing Officer does not reverse the denial, the decision will be final.  
12. If the provider was denied eligibility because of either of the following, the provider will be liable for repayment of all WIA funds received for the program during the determined period of noncompliance and will not be eligible to reapply for placement on the Kansas Eligible Training Provider List for a period as determined by KDOC not less than two (2) years:
a. The eligible provider or individual supplying information on behalf of the provider intentionally supplied inaccurate information on an application; and/or
b. The eligible provider substantially violated any of the requirements of the Workforce Investment Act or any applicable federal or state laws (including those mentioned on the Assurances Certification the provider signed and submitted with the application).
13. If the provider or program was denied eligibility because of reasons other than those mentioned at 12.a. and 12.b., the provider or program may reapply for initial eligibility no sooner than six months from the date it was denied initial eligibility or if provider/program was denied subsequent eligibility, it may reapply during any subsequent eligibility cycle following the cycle in which it was denied.
KDOC FORMAT REQUIREMENTS

For those training providers needing assistance acquiring statistical performance information on program participants, the following format is to be used.  Kansas Department Of Commerce (KDOC) will use the unemployment insurance database to assist with verifying employment and average hourly wage.

Student information must be submitted on a text file with 30 characters on each line.  An example and explanation of each element is shown below.


Schoolname.txt

Z9999888888A666666666051520009

Z9999888888A555555555051520009

Z9999888888A444444444051520008


School Code  (5 digits) 

Program Code  (6 digits plus alpha identifier) (Use the classification  

 of instructional program (CIP) code for each program plus alpha identifier)

Social Security Number (9 digits)

Exit Date (8 digits mmddyyyy format)

Completed Program or Left Program Code  (1 digit) (9 = completed; 8=left)

Schoolname.txt

This is the name of the text file.  For example:  Washburn.txt; Highland.txt; KATS.txt; etc.

School Code (5 digits)

Each training provider should submit only one text file.  This code will be used to identify the training provider.  

Program Code  (6 digits plus 1 digit for alpha identifier)

All programs from one provider can be put on one text file.  Use the Classification of Instructional Program (CIP) code for each program. The CIP code consists of six digits.  The code is to be followed by an alpha identifier.  The letter “A” is to be used.  If a CIP code has been assigned to more than one program of instruction,
then the provider and the local area will have to decide on the appropriate alpha identifier to be assigned (B-Z) to differentiate between programs.

Social Security Number (9 digits)

Submit the social security numbers of the program participants that exited the program during the period assigned by the local area.  If the social security number is not available, KDOC will not be able to verify employment.  For the January 2005 renewal, the period is July 2003 through June 2004.
Exit Date (8 digits)

Submit the date that the participant exited the program.  This must be in mmddyyyy format. (i.e., for January 1, 2003, it should be 01012003)

Completed or Left Program (1 digit)
Enter a 9 or an 8.  This information is used to identify whether the participant completed the program (9) or just left (8).

The text file should be submitted on a 3.5 floppy disk or CD-ROM, and sent with the application.  The disk or CD-ROM must be labeled with the training provider’s name, address and contact person to whom the end results should be sent.

The disk or CD-ROM will be returned if the text file is not readable or the information is not submitted in the correct format.  Please do not add any additional information to this text file.  If additional information is needed from the Local Workforce Investment Boards, a separate disk should be submitted for that information.

Upon receipt of the disk or CD-ROM with the application, the LWIB will forward the device immediately to the KDOC AJLA Unit for processing. If no problems are encountered in processing the information, AJLA will generate a report with the statistical information (reports will display aggregate totals and %’s) and forward the reports to the LWIBs who will then add the appropriate information to the application.  The applications will be held by the LWIBs until the reports are received from AJLA.  The LWIBs will be responsible for submitting the AJLA results to the training provider along with the letter of acceptance or denial.
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