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TWO-YEAR STRATEGIC PLAN

SECTION I 
A. PLAN DEVELOPMENT PROCESS
Local Workforce Investment Area III is one of five Local Workforce Investment Areas in Kansas designated by the Governor under the Workforce Investment Act.  Local Area III is comprised of the following three counties in Eastern Kansas: Johnson, Leavenworth and Wyandotte.

The Chief Elected Officials (CEO’s) of Leavenworth and Johnson Counties and the Unified Government of Wyandotte County/Kansas City, Kansas, have appointed the Local Workforce Investment Board (LWIB) of Local Workforce Investment Area III (LA III) to oversee the Workforce Investment Act Programs.  The Chief Elected Officials and the Local Workforce Investment Board have chosen the Kansas Department of Commerce, Division of Business Development, Local Workforce Investment Area III (LA III), as the Administrative Entity, Fiscal Agent and the One-Stop Operator for the Workforce Investment Act Programs.

Local Area III, as the Administrative Entity and Operator, together with the LWIB jointly  developed the comprehensive local five-year plan.  This plan describes the policies, procedures and activities to be implemented in Local Area III under the Workforce Investment Act (WIA).

The CEOB, the LWIB and Local Area III have utilized various means by which to inform the public, businesses, stakeholders, labor organizations and other interested parties.  They are as follows:

1.  Notices were printed in the Johnson County Sun, the Leavenworth Times, the Olathe Daily News and the Kansas City Kansan during the week of April 15, 2005 to advise the public that the local Workforce Investment Act Two-Year Plan was available for review and comment and how they could receive a copy.  The notices were printed thirty (30) days prior to the submission of the Plan to the Governor.  Written comments were received from one source.  Included with the submitted Plan are the public comments regarding the draft plan and how the LWIB addressed those comments.  Because those comments were deemed consistent with the plan, the content of the plan was not changed as a result of those comments. 

2.  The public has also been given the opportunity to make comments and present questions concerning WIA at local Board meetings held prior to the submission of the plan.  An open public forum for discussion of the local plan was held at the April 26, 2005 meeting of the local Board.  No public comments were submitted at this time. 

3.  The LWIB Executive Director has made presentations concerning the development of the Plan for numerous local service providers including community-based organizations.

4.  Members of both boards were provided a copy of the Plan prior to submittal to the Governor giving them an opportunity to provide written comment.

5.  Copies of the draft plan were sent to each One-Stop partner, local Chambers of Commerce, labor organizations, key agencies including community-based organizations, and other interested parties.  Included with the Plan was a letter explaining the process and time frame for providing written comment.
B. LOCAL VISION and GOALS

The LWIB is dedicated to ensuring that our region has a workforce development system that is responsive to the needs of employers, job seekers, and incumbent workers.  We are committed to the ideal that workforce development is an essential part of economic development, and that a system that can produce workers with skills matching the needs of employers provides significant benefits to the region’s economy.  

Our vision includes three key elements that encompass the national strategic priorities established by the U.S. Department of Labor.  

Development and delivery of workforce information—The LWIB has identified that part of its core purpose is to be recognized as the area’s leading export on workforce issues.  The LWIB recognizes that having quality information about the area’s economic characteristics and labor pool is crucial to building an effective workforce development system.  The LWIB is dedicated to developing and making available detailed information about the labor market, both on the demand side and the supply side.  Such information includes information about high growth industries and careers, skill shortages, employer needs, labor pool quality, and a wide range of other information.  Such information will be disseminated through LWIB reports and publications, posting on the LWIB’s web site, and other means.  

Workforce information gathered and disseminated by the LWIB will be used by businesses, job seekers, and partners in the workforce development system.

Workforce information will be provided to businesses to support their growth.  Businesses can benefit from knowledge about available skills in the workforce, current and projected demand for skills, and characteristics of the labor force.  Access to such information can help guide businesses’ decisions.  Such information will be provided through publications, presentations to business groups, face-to-face meetings with business leaders, and distribution to economic development and business organizations.  

Job seekers will benefit from having access to information about high demand and high growth careers and industries, as well as the skills necessary to obtain employment in these careers and industries.  Such information can help job seekers make intelligent choices about training programs and education opportunities, and can help expedite their job searches. 

System partners benefit by having information about the nature of the regional economy, including growing industries, and the demand for various skills and careers.  Such information can help them design services and training programs that will help link job seekers to available jobs, helping to facilitate business growth and advance the well-being of a wide range of job seekers.   

Building a demand-driven workforce system—A key element of the LWIB’s vision for the workforce development system is that it focuses on and meets the demands of employers throughout the labor market.  We believe that the board is the key link between employers and the largely public and nonprofit sector workforce development system.  To fulfill this role, the LWIB and the One-Stop system will continue to develop connections with the business community and with organizations providing employment related services to individuals, and the One-Stop system will develop services designed to meet business needs.  

A key aspect of developing a truly demand-driven system is understanding the nature of the demand for labor.  Therefore, the LWIB is dedicated to gathering, analyzing, and disseminating labor market information that will clearly establish it as the area’s leading expert on workforce issues. 

Developing a fully integrated workforce development system—The LWIB is committed to making the area’s system for delivering employment related services more fully integrated.  The board will work with One-Stop partners to ensure that services within the One-Stop system are more fully integrated, including ensuring that mandatory partners make comprehensive services available through common physical locations and that services are coordinated.  As part of its One-Stop oversight role, the LWIB will require the One-Stop Operator to ensure that mandatory partners are working together to provide a seamless set of integrated services.  

The LWIB will also work to more fully integrate the broader workforce development system by working with other organizations providing employment services.  The LWIB will work with training providers, schools, nonprofits, and for-profit organizations, labor organizations, governmental entities, faith-based organizations, and economic development organizations to build a comprehensive workforce system.  The LWIB will work with system members to ensure that workforce needs are identified and met.  

The LWIB will continue to work with the One-Stop Operator and One-Stop partners to reduce administrative expenditures and make program changes that will maximize the number of individuals trained, improve the quality of training received, and improve the local area’s performance on federal performance measures.  

C. ASSESSMENT of LABOR MARKET NEEDS

1.  Needs of Businesses, Job Seekers, and Workforce in Local Area III

One of the primary goals of the LWIB is to be recognized as the area’s leading expert on workforce issues.  To fulfill this goal, the LWIB is working to gather information on a wide range of issues, particularly the needs of existing and prospective businesses as well as those of job seekers and incumbent employees.  Developing this expertise is critical to meeting the LWIB’s other goals.  First, it establishes a level of credibility that will encourage greater levels of business participation in the workforce development system.  Second, the information will help identify areas to develop programs and focus training resources.  Third, it will help guide the career counseling provided through the One-Stop service delivery system. 

The LWIB uses both statistical and qualitative information about workforce investment needs.  Statistical information is gathered from a number of sources.  Key sources of statistical information include products of the Kansas Department of Labor’s Labor Market Information Services (LMIS) unit, such as the Workforce Planning Guide and Wage Survey, the 2004 Kansas Job Vacancy Survey, the 2004 Kansas Wage Survey, and Kansas Occupational Outlook 2010.   These documents provide a general picture of the needs of area employers and job seekers.  Copies of the documents will be available in all Workforce Development Center locations. 

Data from LMIS publications are supplemented from a number of other sources.  One of the most valuable of these is the Local Employment Dynamics website maintained by the U.S. Census Bureau (http://lehd.dsd.census.gov).  This site combines data gathered by state’s LMIS unit with household and demographic data gathered by the Census Bureau to present a detailed picture of labor market characteristics.  Other Census information, including data from the 2000 Census as well as other supplemental Census Bureau surveys provides useful demographic information about the region.

Other statistical information comes from the U.S. Department of Labor’s Bureau of Labor statistics.  The LWIB also relies on data from CERI, which compiles economic data for Johnson County.  While most of CERI’s research focuses on Johnson County, it also includes region-wide information.  A particularly useful source is CERI’s Johnson County Laborshed 2004, which compiles a number of statistics about the labor force in the Greater Kansas City area.   Further, because the labor market in area three crosses political boundaries, the LWIB will also keep abreast of similar information from other counties in the greater Kansas City area, using a variety of sources, including the Missouri counterpart to the Kansas LMIS.  

The LWIB has found and will continue to find survey data useful.  Various organizations with which the LWIB partners have conducted or are conducting surveys that have provided important information about workforce issues.  Additionally, the LWIB will pursue conducting other surveys to supplement available information when it determines a need to find specific information.  

The LWIB will gather qualitative information in a number of ways, as well.  The LWIB is planning to convene a series of forums for businesses, in which these businesses will be asked to share their frustrations and experiences in workforce issues.  These forums will allow for LWIB members and staff to interact with business representatives in a focus group like setting to allow the LWIB to gain a better understanding of specific workforce issues facing these businesses. 

The LWIB maintains regular contact with business organizations, including Chambers of Commerce, economic development organizations, and industry groups.  This contact allows the LWIB to have regular input from organizations that represent many different businesses. 

The LWIB participates in a number of task forces and initiatives that help it to remain informed about business and job seeker needs.  These groups often bring together representatives or government, private sector businesses, service providers, and economic development organizations to address issues specific to certain industries.  Three such groups have been convened to address the unique workforce needs of specific industries that the LWIB has identified as major employers or high growth industries: manufacturing, health care (particularly nursing careers), and life sciences.  

Finally, the LWIB maintains contact with individual businesses, through face-to-face meetings, participation in Chamber of Commerce events, business membership on the LWIB, and business presentations to the LWIB.  
The LWIB will compile, analyze, and review all the quantitative and qualitative workforce information gathered through the above means.  Using this information, the LWIB will issue periodic reports about the state of the workforce in Local Area III, including blueprints for action.  The LWIB will share these reports with partner organizations, will publish them on the Internet, and will make them available in Workforce Development Centers.  

2.  Job Skills Necessary to Obtain Employment Opportunities Identified by Local Area III 

The LWIB, the One-Stop Operator, and One-Stop partners, training institutions, and other entities will work together to identify skills necessary to obtain employment opportunities.  The labor market information gathered by the LWIB will be central to this process.  This information will be used to identify specific industries and/or careers in high demand.  While a number of different data sources are used, LMIS’s Kansas Occupational Outlook 2010 is particularly useful in identifying the particular occupations and industries that will be in high demand in the near future. 

When existing or future employment opportunities are identified, the LWIB and its partners both within and outside the One-Stop system will work with employers in these industries to identify the skills required for these careers. Training institutions will be involved to explore how training opportunities can be created to ensure that the area is able to produce skilled workers to meet the current and future demand for these skills.  The various partners will work to develop skill ladders and lattices that will help job seekers and incumbent workers identify opportunities for advancing their careers.

The LWIB and One-Stop Operator also participate in groups that are addressing identified skills shortages in certain industries.  These groups are working closely with employers to discover what shortages they face or will face, what positions are in particular demand, and what their skills requirements are for these positions.  

Employer input will be very important in the process of identifying skill requirements and the means to meet these requirements.  Employers are the best source of knowledge about the particular skills that they are seeking and the training opportunities that will produce these skills.  The LWIB will continue to cultivate relationships with employers to ensure that they play a key part in the process of identifying skill requirements. 

Resources such as the Occupational Information Network’s O*NET web site (http://online.onetcenter.org/) will also be used to identify skills and education requirements for various positions.  

D. ONE-STOP DELIVERY SYSTEM

1.  Description of Local Area III One-Stop Delivery System

It is the intent of Local Area III for One-Stop services to be fully integrated and provided in a seamless process whereby information about and access to a wide array of job training, education and employment services will be given to the customer.  The system will benefit job seekers and employers by providing services that are universal, accessible and customer-driven. System performance will be maximized through efficiency increases, duplication reduction, and use of customer feedback for continuous improvement and to ensure value-added services.

The Local Area III One Stop System will serve as a:

Means of centralizing workforce development services for the customer

Means to reduce duplication of services and procedures

Means to provide direct linkages with: a) economic development; b) businesses; c) education; and d) related social services.

At the Local Area III One-Stop, customers will be able to receive the following services:

· A preliminary assessment of their skill levels, aptitudes, abilities, and support service needs

· Information on a full array of employment-related services, including information about local education and training service providers

· Help in filing claims for unemployment insurance and evaluating eligibility  for job training and education programs or student financial aid

· Obtain job search and placement assistance and receive career counseling

· Access to up-to-date labor market information which identifies job vacancies, skills necessary for in-demand jobs; access to information about local, regional and national employment trends

Employers will have a single point of contact to provide information about current and future skills needed by their workers and to list job openings.  This will provide a single system for finding job-ready skilled workers who meet their needs.  Employers will also be able to call upon One-Stop centers for a range of business services, such as assessment, screening, assistance with developing job descriptions and interviewing, as well as other services.  

Local Area III will, at minimum, establish three (3) full-service One-Stop Centers, one in each of the area’s counties:

Kansas City One-Stop Career Center

552 State Avenue, Kansas City, Kansas

Overland Park One-Stop Career Center

8417 Santa Fe Drive, Overland Park, Kansas

Leavenworth One-Stop Career Center

515 Limit Street, Leavenworth, Kansas

All of these centers will 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 will include partners who fulfill unique needs of the residents of the local community.  Each One-Stop Center will have all required partners present through co-location, shared offices, joint appointment scheduling and/or electronic links.

2.  Resources Utilized Within One-Stop System to Provide Core and Intensive Services                                                                                                                           

Local Area III has negotiated Memoranda of Understanding with all mandatory partners for the coordination of services and exchange of information.  Local Area III has also coordinated with potential optional partners to ensure that all area service providers have the option to be part of the One-Stop system.  Each partner will be obligated to contribute to the operating costs of the One-Stop delivery system.  The obligation will be based on the use of the system.  The participation of various partnerships is to ensure non-duplication of services among program providers and the maximum utilization of resources.  The intent is to provide more effective and efficient services and programs.

Each One-Stop Center in Local Area III will develop a plan for cost allocation that includes at a minimum:

· Plan of Service

· Governance Agreement

· Operating Budget 

These cost allocation plans will define:

· Core and Intensive services provided

· Who provides them

· Which partner’s customer benefits from the service

· Current status of service integration

· Level of integration expected

These plans guide the One-Stop Centers and ensure integration of services, reduction in service duplication and the pooling of resources.
The following are the Mandatory One-Stop Partners and the programs they offer:

Name







Program

Kansas Department of Commerce



Adult, Youth and Dislocated 

Local Workforce Investment Area III



Worker Services under WIA;


Employment Services under Wagner-Peyser, TAA Program, MSFW Programs, and Veterans Employment and Training Programs 

Kansas Department of Labor
Unemployment Insurance Programs

KCKS Area Technical School


Vocational Education

Kansas Department of Social


Vocational Rehabilitation

& Rehabilitation Services




Programs

SER Corporation
Title V of the Older Americans Act Programs

United Way of Wyandotte County
HUD Employment/ Training


Grantee

Economic Opportunity Foundation
CSBG Recipient

Harvest America
CSBG Recipient, Migrant and Seasonal Farm Worker Programs

University of Saint Mary
Adult Basic Education 


Kansas City Kansas Community College


Adult Basic Education

Johnson County Community College



Adult Basic Education;










Vocational Education

3.  Identification of the One-Stop Operator(s) for the One-Stop System

The local Workforce Investment Board, in consultation with the Chief Elected Officials, has designated the Kansas Department of Commerce, Local Workforce Investment Area III, as the One-Stop operator for the One-Stop service delivery system.  Local Area III represents a consortium of ten of the mandatory programs required to be part of the One-Stop system.  Local Area III is the only agency with full service offices in each of the area’s counties.

4.  Fiscal Agent Responsible for Disbursal of Grant Funds

The Kansas Department of Commerce, Local Workforce Investment Area III, has been selected by the CEOB and LWIB as the Grant Administrator and Fiscal Agent responsible for the disbursal of WIA funds, and as the operator of the Adult, Youth and Dislocated Worker programs under the Act.   

5.  Continuous Improvement of Eligible Training and Service Providers

The Local Workforce Investment Board (LWIB) will be actively involved in the initial approval, ongoing assessment and the continuous improvement of eligible training and service providers.  In addition, the Local Area III Monitoring Team will provide monitoring of the eligible training and service providers on a continuous basis.  

The Malcolm Baldridge model will be used in all continuous improvement efforts.  This model covers leadership, strategic planning, customer focus, information/analysis, human resource management, process management and results.
The LWIB does not offer performance incentives or bonus initiatives for training and service providers.

Training Provider Certification Process

Overview

The Workforce Investment Act (WIA) emphasizes informed customer choice, system performance, and continuous improvement. The Local Workforce Investment Board (LWIB), in partnership with the Kansas Department of Commerce (“Commerce”), identifies training providers whose performance qualifies them to receive WIA funds to train adults and dislocated workers. WIA section 122 requires the Governor to establish a policy for determining eligible training providers. 

Identification of Eligible Training Providers

Eligible providers of programs of training services are defined as: 

· Post-secondary educational institutions that are eligible to receive Federal funds under title IV of the Higher Education Act (HEA) of 1965 (20 U.S.C. 1070 et seq.); and provide a program that leads to an associate degree, baccalaureate degree, or certificate; 

· Entities that carry out programs under the National Apprenticeship Act; and

· Other public or private providers, including faith-based providers, of a program of training services.

A program of training services is defined as: 

· One or more courses or classes that, upon successful completion, lead to a certificate, an associate degree, baccalaureate degree, or a competency or skill recognized by employers; or

· A training regimen that provides individuals with additional skills or competencies generally recognized by employers.

· A program of training services must be directly linked to occupations in demand in the local area, or in another area to which a participant is willing to relocate. If a program of training services is not directly linked to an occupation in demand, the LWIB may choose to approve training services for occupations in sectors of the economy that have a high potential for sustained demand or growth in the local area. 

Exceptions to the Kansas Training Provider Certification System

On-the Job Training and Customized Training Providers 

Providers of on-the-job training (OJT) and customized training are not subject to the Kansas Training Provider Certification System. In order to provide information to customers, the local area One-Stop operator shall accomplish the following: 

· Identify eligible providers of OJT and customized training; 

· Collect performance information; 

· Determine whether the providers meet WIA performance criteria; and 

· Disseminate performance information through the One-Stop service delivery system.

Suggested performance information for OJT training providers includes: 

· Wages at completion of training; 

· Percentage of persons completing program who obtained unsubsidized employment in the industry/occupation in which they were trained; and 

· Percentage of persons completing program who obtained unsubsidized employment in the industry/occupation in which they were trained and who are employed at six months.

Suggested performance information for Customized Training providers includes: 

· Entry wage of persons completing program who obtain unsubsidized employment in the industry/occupation for which training was delivered; 

· Number of trainees/students by industry/occupation; 

· Percentage of persons completing program; 

· Percentage of persons completing program who obtain unsubsidized employment in the industry/occupation for which training was delivered; and 

· Percentage of persons completing program who obtain unsubsidized employment in the industry/occupation in which they were trained and who are employed at six (6) months.

Initial Eligibility Determination

Application Process

Satellite training programs must apply and provide performance data for their distinctive programs.  Data may not be combined with, or application made as part of, the primary program for which they serve as a satellite.

For HEA and/or National Apprenticeship Act eligible training providers the LWIB will review applications received, assure that the providers meet the requirements of WIA, and will forward approved programs to Commerce for inclusion on the Eligible Provider List. 

Other public or private providers of a program of training services must provide the following information to the LWIB: 

· Name, mailing address, and physical address of the training facility; 

· Name of the program(s) of training services submitted for possible WIA funding; 

· Brief description of each program of training services; 

· Total hours of instruction associated with each program of training services; 

· Cost of each program of training services (including tuition, fees, books, and any required tools, uniforms, equipment or supplies); 

· Information on whether students in the program(s) are eligible for Title IV of the Higher Education Act funding (e.g., Pell Grant); 

· Any additional information required by the LWIB; and 

· Verifiable performance information, or appropriate portion of performance information, for each program of training services as follows: 

· Program completion rates for all individuals participating in the program(s);

· Percentage of all individuals participating in the program(s) who obtained unsubsidized employment; and

· Wages when placed in employment for all individuals participating in the program(s).

NOTE:  If the required performance information is not available or not verifiable the LWIB may request a provider submit an electronic record to Commerce of training participant names, social security numbers and dates completed (or left) training. This will be matched against the Unemployment Insurance (UI) Wage Records to secure performance information. The information must be provided in a format specified by Commerce.  Participants within the performance pool must have completed or ended training at least five (5) months prior to submission of the records. Such data will be provided on a cost recovery basis, with the expense borne by the provider.  If the provider fails to submit the information, the application will be denied.

Subsequent Eligibility Determination

Determination Process

All providers of programs of training services are subject to the following policies in order to continue to be eligible to receive WIA funds for the provision of training services. 

An annual eligibility determination must be conducted to include a review of program-specific performance and cost information as well as a review of actual performance compared to performance levels established by the Governor. 

The training provider must submit the verifiable program-specific performance information listed below for each program to be considered for continued eligibility. 

The following is program-specific performance information that must be submitted for all individuals participating in the program: 

· Program completion rates; 

· Percentage who obtained unsubsidized employment; and 

· Average wage at placement in employment.

The following is program-specific performance information that must be submitted for WIA participants in the program: 

· Percentage who have completed the program and are placed in unsubsidized employment; 

· Retention rates in unsubsidized employment of participants who completed the program, six (6) months after the first day of the employment; 

· Average wages received by participants who completed the program, six (6) months after the first day of the employment; 

· 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; and 

· Program costs (e.g., tuition, fees, books, supplies, and tools) for each program.

NOTE: The LWIB and Commerce may accept program-specific performance information consistent with the requirements for eligibility under the HEA for purposes of enabling the provider to fulfill the requirements for subsequent eligibility determination if the information is substantially similar to the information required. Subject to State 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 with an alternate procedure must be in accordance with formats determined by Commerce. LWIB policy shall determine which elements of program cost, other than tuition and fees, may be covered by an Individual Training Account. None of the costs may include the cost of accommodating a qualified student with a disability (i.e. deaf interpreter, Braille, note-taker, etc.)

Performance Standards Adoption

The LWIB shall annually adopt its performance standards within thirty (30) calendar days of the Governor's action to establish the State performance standards. LWIB performance standards must meet or exceed the State standards adopted by the Governor. The base line State Performance Measures are included as Attachment A. 

Subsequent Eligibility Considerations 

In making determinations of subsequent eligibility, the LWIB must take into account the following: 

· Specific economic, geographic, and demographic factors in the local area(s) in which the provider seeking eligibility is located; and 

· Characteristics of the population served by the provider, including the demonstrated difficulties in serving certain population, if applicable; and 

· Additional factors the LWIB may consider.

NOTE: Additional factors the LWIB may consider in making determinations of subsequent eligibility may include, but are not limited to the following: 

· Current and projected occupational demand within the local area; 

· Performance of a provider, including the extent to which the annual standards of performance established by the LWIB have been achieved; 

· Cost of training services; 

· Involvement of employers in the establishment of skill requirements for the training program; and 

· Feedback from employers who employ individuals who recently completed training to verify that the training provider produced the expected skills; 

· Number of individuals considered in calculated percentages for performance measures; and 

· Requiring enhancements to programs or courses to meet local industry needs as a contingency for subsequent eligibility.

State Provider List

Commerce will publish the program, performance and cost information of each program receiving eligibility certification within thirty (30) days of submission and verification of that information. Commerce shall compile a State Eligible Service Provider List from all the local areas and disseminate such list, and the performance information and program cost information, through the One-Stop service delivery system. This list shall be made widely available to participants in employment and training activities and other customers. 

State of Kansas Performance Standards

	State Performance Measures

	Performance Measures for all individuals in the Training Program
	Minimum Levels

	Completion rates for all individuals who participated in the training program 
	60%

	Percentage of all individuals who participated in the training program 
(whether they completed or not) who obtained unsubsidized employment 
	60%

	Average wage at placement of all individuals who participated in the training program (whether they completed or not)
	120% of federal minimum wage


	Performance Measures for WIA Participants in the Training Program
	Minimum Levels

	Percentage of WIA participants who completed the program who
obtained unsubsidized employment
	50%

	Percentage of WIA participants who completed the program who retained unsubsidized employment 
longer than six (6) months from the first date of employment
	45%

	Average wages after six (6) months of employment from the first date of employment for those 
WIA participants who completed the program
	120% of federal minimum wage

	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 training program 
	45%


6.  Description of the Individual Training Account (ITA) System

Individual Training Accounts (ITA’s) give individuals the responsibility and the personal decision-making power to “purchase” training services they select in consultation with a Workforce Representative.  Local Area III will provide Individual Training Account (ITA) Vouchers for eligible, qualified adults and dislocated workers who are in need of financial assistance to enable them to obtain the education occupational-specific skills necessary to obtain or retain employment.

ITA’s will be issued in the form of a paper “voucher” that will be personally carried to the training institution by the customer. The ITA’s may be used at any WIA-approved training institution for the payment of tuition, books, fees and supplies.  Providers will be responsible for tracking the total amount of the voucher to assure the customer does not exceed the issued amount of the voucher. Local Area III will not provide ITA’s for classes that customers previously failed while using an ITA. The Kansas Service Link (KSL) database is in place to facilitate the oversight and accountability of the ITA’s.  KSL will track the customer’s eligibility status, the progress of the customers, the amount of the ITA funds used, and the duration of the training.

ITA’s may be used for education and occupational skills training that will facilitate entry into employment in one or more of the careers shown to be locally in-demand in the Kansas Occupational Outlook Handbook, and/or through the America’s Career Information Network (ACI Net) web site.  ITA’s may be used to obtain specific skill certification leading to one of the occupations in current demand in the local labor market as determined by the LWIB.  The individual’s target occupation and choice of associated training program must be wholly consistent with his/her Individual Employment Plan (IEP). 

Local Area III will supply individuals with distinctive quality information concerning approved eligible training providers to assist the customer in choosing a training provider that best meets their needs.  Not only will the One-Stop system provide customers with a list of eligible training providers; the One-Stop system will also provide the customers with statistical data that documents providers’ performance outcomes.  The intent is to assist customers in every way possible to make informed decisions in selecting an eligible training provider.

7.  Individual Training Account (ITA) Limitations

Local Area III has established ITA’s for training to be limited to a total of one (1) year, and not to exceed more than $3,000 per participant in that year.  Exceptions to these limitations are few, and there must be a clear and compelling rationale for considering any proposed exceptions.  The Local Area III Area Administrative Office (AAO) retains the sole authority to approve or disapprove any proposed exceptions to these limitations on a case-by-case basis.  Other financial aid that the individual is able to secure such as a Pell Grant or other grants will be a factor in determining the actual amount of the ITA issued by the Local Area.
NOTE:  Any participant that is otherwise eligible and registered for WIA intensive or training services who is discovered to be in default on repayment of a Federal student loan(s) will be denied access to an ITA.

8.  Exceptions to Individual Training Account (ITA) Vouchers 

The Act under section 134(d)(4)(G)(ii) and Section 663.430 of the regulations provide that, under limited circumstances, contracts for training rather than ITA’s can be utilized.  There are three exceptions in which a mechanism other than an ITA may be used to finance training services.  Contracts for services can be used only under the following circumstances:
· When the services provided are on-the-job training (OJT) or customized training

· When the LWIB determines that there are an insufficient number of eligible training providers in the area to accomplish the purpose of the ITA system.  

· When the LWIB determines that there is a local program of demonstrated effectiveness offered by a local faith-based or other community organization, serving a low-income target population facing one or more of the following barriers to employment:

· Individuals with substantial language or cultural barriers

· Offenders

· Homeless individuals

· Other hard-to-serve populations as defined by the Governor
9.  Policies to Competitively Award Grants and Contracts for Services

In the event that the Local Workforce Investment Board (LWIB) makes the determination that a gap in the local training system exists, they may award grants and contracts to various entities that provide training essential to skill development for in-demand occupations and for other activities and services that enhance employment opportunities, through a competitive request-for-proposal (RFP) process.  The LWIB has developed policies and procedures for competitive awards that are consistent with the procurement standards of the State of Kansas and of OMB Circular A-110.  

The LWIB will also select providers of youth activities through a competitive process, consistent with the requirements of WIA Section 117(d)(2)(B) and Section 123.   

Requests for proposals will be publicized through announcements in local newspapers, Internet postings, and shared at meetings of local service providers.  The LWIB Program Performance & Evaluation Committee will be responsible for approving RFPs.  The Program Performance & Evaluation Committee is responsible for reviewing proposals submitted through the RFP process, using a quantifiable rating scale for evaluation and ranking.  Proposals are reviewed for demonstrated effectiveness in delivering comparable or related services, responsiveness to the RFP, planned outcomes, administrative capability, cost and quality.  The committee presents their recommendations to the full LWIB for discussion and final funding decisions.

For youth activities, the Program Performance & Evaluation Committee will work closely with the Youth Council in developing RFPs.  The Youth Council will conduct the initial review of proposals submitted through the RFP process, and will issue recommendations to the LWIB.  The LWIB will make the final funding decisions taking into account the Youth Council recommendations, and following the standards outlined in LWIB, state, and federal policies.  

Entities that submitted unsuccessful proposals are provided an opportunity to exercise appeal rights.  Appeal hearings are held before panels comprised of private sector members from the LWIB.

Contracts awarded through the RFP process will require the signatures of the LWIB Chair and the CEO Chair.  

10.  Faith-Based and Community Organizations Integration

Local Area III will actively engage faith-based and community organizations in the local One-Stop system through formal and informal collaborations, and using general community outreach and targeted marketing techniques.  Local Area III will provide program information and referral resources to these organizations in an effort to accomplish the following results:

· Help faith-based and community organizations learn how the local One-Stop system operates, how to apply for RFP’s that may come available, and who to contact for information that will help to remove artificial impediments to effective collaboration;

· Coordinate efforts to eliminate regulatory, contracting, and other programmatic obstacles to the participation of faith-based and other community organizations in the provision of workforce development services;

· Engage community stakeholders in conversations on services provided by faith-based and community organizations;

· Educate faith-based and community organizations about partnership possibilities with the LWIB and/or the local One-Stop system;

· Develop and coordinate outreach efforts to disseminate up-to-date information with respect to programmatic changes, RFP announcements and contract opportunities, and other initiatives of potential interest.

Forging positive and reciprocal relationships with faith-based and community organizations will encourage them to refer individuals who are facing employment difficulties to the One-Stop system, to provide support to mutual consumers as they seek employment assistance, and to recognize their critical role in supplementing resources of the One-Stop system and the surrounding community.

In addition, Local Area III will seek feedback and guidance from leaders of local faith-based and community organizations to assist in improving the overall responsiveness of the One-Stop system.
The Local Area will also encourage faith-based and community organizations to apply for inclusion on the statewide list of eligible training providers.
E. ADULT and DISLOCATED WORKER SERVICES

1.  Description of Adult and Dislocated Worker Employment and Training Activities

Services for adults and the dislocated workers will be provided through the One-Stop system.  The following services will be available:

Core Services

Core services will be available to all adults and dislocated workers.  Eligibility does not need to be determined in order for individuals to access these services.  Core services will include:

· Job vacancy listings in the Kansas Job Link (KJL) system

· Information regarding job skills necessary to obtain employment in specific career areas

· Information on in-demand occupations, to include information on careers in the specific employment sectors identified in the Federal High Growth Job Training Initiative

· Earnings and skill requirements for local, regional and national labor markets   

· Job search and placement assistance (may include basic career counseling)

· Information regarding filing of claims for unemployment insurance compensation 

· Preliminary eligibility assessment for services that have criteria-tested enrollment requirements or limitations

· General information about One-Stop Workforce Center services

· Information regarding the performance and cost for training services offered by eligible training providers

· Information on the availability of, and referrals to, supportive service resources, to include childcare and transportation 

· Initial assessment of skills, aptitudes, abilities and supportive service needs

· Orientation workshop for all potential WIA registrants
· Orientation consists of the following elements:

- Client responsibilities

- Program goals

- Career research and planning

- Financial aid coordination requirements and options
The following core services involve direct staff-assistance, and therefore require a formal eligibility determination and registration for services under WIA:

· Targeted job development

· Follow-up services after job placement

· Customized screening of applicants for a specific company

Intensive Services

Intensive Services will be available to eligible employed and unemployed individuals who meet priority of service guidelines enumerated below, and who are not able to secure or retain employment using core services alone.  Intensive services may also be available to employed workers who receive one (or more) core services, but need more intensive services to secure or retain employment that leads to self-sufficiency.  The LWIB has defined a “self-sufficient” wage as one that results in an annual individual/family income of at least the current LLSIL.  Intensive Services include:

· In-depth comprehensive assessments (may include diagnostic testing and in-depth interviewing) in order to identify employment barriers and employment goals

· Development of an individual employment plan (IEP)

· Individual counseling and career counseling

· Case Management

· Short-term pre-vocational services

· Development of learning skills

· Communication skills

· Punctuality

· Personal maintenance skills

· Professional conduct

· Group counseling
· Out-of-area job search assistance

· Relocation expenses assistance
· Paid and unpaid Work Experience assignments or Internships
Training Services

Training Services will be available for those eligible and qualified customers who received core and intensive services, and are still unable to secure or retain employment, or who are still unable to obtain or retain employment that leads to self-sufficiency.  Training Services will include:

· Occupational skills training, to include training for non-traditional employment

· On-the-job training (OJT)

· Entrepreneurial training

· Upgrading of skills

· Job readiness training

· Adult education/literacy activities ( in conjunction with other training)

· Customized training in conjunction with a commitment by an employer(s) to employ those individuals that successfully complete their training

· A combination of workplace training with related instruction that may include an education program

· Training programs operated by the private sector

· Registered apprenticeship programs 

Eligible employed and unemployed adults and qualified dislocated workers may choose a program of training services that is connected to employment opportunities in-demand in the local area.  These employment opportunities may also be in another relocation area, if relocation is an option of interest to the individual participant.

Local Area III in conjunction with the local Workforce Investment Board will identify occupations that are experiencing skill shortages. Local Area III will maintain a list of approved WIA training providers and programs tied to these demand occupations.  This list will be maintained on the Kansas Job Link (KJL) web site, which is available at any One-Stop Workforce Center, or anywhere that an individual can access Internet connectivity.  If an individual expresses an interest in relocating, the One-Stop Workforce Center will provide information about occupation(s) in-demand in the geographical region(s) where the customer may wish to relocate.

In order to make sure that the customer gets the highest quality of choice in selecting training activities, the list of approved WIA training provider, programs and associated occupations must be comprehensive and constantly updated to reflect changing skill demands.  In addition, Local Area III will identify Eligible Training Providers that will offer training in the identified occupations.  Provisions for supportive services such as transportation and childcare may be available to assist participants while receiving the other services, and to ensure that participants successfully complete their training.
2.  Coordination of Local and Statewide Rapid Response Activities

Rapid Response Activities

All local Rapid Response activities and services will be carried-out pursuant to Kansas Department of Commerce Policy #3-20-00.  The initiation of Rapid Response activities will generally occur when either the State Dislocated Worker Unit (DWU), the Local Area III Rapid Response Coordinator (RRC), or staff from a local Workforce Center (WC) becomes aware of an impending layoff or business closure.  This notification may take any of the following forms:

A WARN notice is received by the State DWU.  The State DWU will have 24 hours to notify the local RRC of this notice using at least two of the following methods – telephone, electronic mail, internal or external ground mail service, or by fax.  The local RRC will have 24 hours to contact the employer and notify the appropriate local WC manager or their designee.

A newspaper article(s) or news broadcast(s).  The local RRC will attempt to initiate contact with the employer within 48 hours, or as soon as possible thereafter.  In addition, the local RRC will notify the State DWU, and the appropriate WC manager, of the discovery within 24 hours, using at least two of the mechanisms described above.

Notification from a WC partner(s).  This may include notices provided to the State DWU, the local RRC, or local WC personnel.  Contact with the employer should be accomplished within 48 hours upon learning of the impending layoff.

Other contacts.  These may include telephone leads and/or employer contacts to the local WC’s on-line services.  The US Department of Labor (DOL) may forward information, or information may also arrive through the TAA certification process.  Some employers may be aware of the RR program and initiate contact through their Human Resources office when a downsizing or closure is anticipated.  If such a contact occurs, the contact person or entity is expected to notify the local RRC within 24 hours.  The local RRC will be expected to follow-up on the information within 48 hours.

The first entity to receive all “non-WARN” notifications should contact the State DWU and the local RRC with this information.  The local RRC will notify other local contacts as appropriate.  The official file of employer contacts and services will be maintained by the State DWU.  The local RRC and individual WC’s will maintain local files with this information as well.

Employer Contact

From the initial point of contact, the local RRC will collaborate with employers, affected employees, or their Representatives, to ascertain the types of services that will be most beneficial to the parties involved. 

Once contact has been made with an employer, the local RRC will collect information, arrange pre-layoff informational meetings for affected workers, and assemble a local Presentation Team.  The RRC may also provide assistance for the development of a Transition or Labor Management Committee (if appropriate), and to report on all activities to local and State-level supervisory or partner personnel.

To ensure maximum attendance, pre-layoff meetings are arranged on-site and in accordance with the employer’s schedule.

Local Presentation Teams will be assembled to provide full RR services to any layoff affecting 50 or more workers.  If the layoff is under 50, or if notification of the layoff is very short, the local RRC can forgo assemblage of a Presentation Team and provide Expeditious Services using the “Transitions” videotape.  If such meetings are not arranged, a written explanation must be provided for the file.  Local areas must demonstrate that alternative methods of service delivery were attempted.

Union Contact

When the affected workers are organized, the local or regional union office(s) must be contacted to ascertain the type of services the affected workers may need.  The union must be notified of the times, dates, and locations of all meetings.  If meetings cannot be held at the work site, a union hall may be an appropriate alternative.  When meetings must be held off site, unions may help promote the meetings among their members.

NOTE:  the order of meeting preference for meeting locations is: 1) the work site, 2) a unions hall/facility, or 3) an alternative location approved by labor and management (facility costs are allowable).

Meeting Agenda

A local Presentation Team will deliver the following information at every RR meeting:

· Wagner-Peyser programs and services, Unemployment Insurance, WIA Core, Intensive and Training services, other training program including TAA (where applicable), and educational opportunities.

· Written information, at a minimum, on COBRA and HIPAA

· The topics of “Emotional Response to a Layoff,” “Money Management After the Paycheck Stops,” and “Starting Your Own Business,” unless the employer requests they be eliminated.

Customer Satisfaction surveys will be distributed and collected at the meetings.  In addition to general satisfaction questions, participants will be asked if they feel they know when and how to access the services presented during the meeting.  The surveys also poll affected workers to identify desired services and to solicit interest in opportunities for education and training.  The compilation can be used as an assessment tool to gauge needs of the affected workers and identify those possessing potential impediments to re-employment.  They may also be used to plan early intervention strategies in order to provide appropriate services such as retraining, job development, counseling and referrals to other State or private agencies.

Employers must be provided copies of the Summary of Employee Surveys.  The employers must be asked to evaluate the RR services as well.  Summaries should be shared with members of the Presentation Team and copied to appropriate supervisory personnel.  Copies of all surveys and evaluations must be provided to the State DWU.  These will be used to evaluate customer service and become part of the official file.

The local RRC will also Report on RR activities using the interactive Rapid Response Data Base that records the name and address of the company, appropriate contacts, number of affected workers and important dates.  It also records names and contact information for union officials in addition to other useful information.

The database, customer satisfaction surveys, the employer file containing all correspondence and MLS data will be used to evaluate both the quantity and quality of services for the purpose of continuous program improvement.

A local WC may also arrange for Job Search Workshops at the work site.

Larger layoffs, over 150 workers, may require a National Emergency Grant (NEG) and such a grant may finance a temporary, work site-based Career Center.  The State DWU will provide technical assistance to the local RRC in writing a NEG, when such layoffs occur.

Existing National Reserve Account (NRA) grants will be handled in accordance with the rules under which they were created.  All NEG’s will have to meet applicable WIA mandates.  When and if new guidelines for NEG applications are issued, these procedures will be adopted immediately.

Services to Special Audiences

Meeting facilitators presenting pre-layoff informational meetings will be expected to collaborate with interpreters if an affected worker(s) attending the meeting cannot easily speak, read or otherwise readily understand the English language, or must communicate through sign language.

Spanish-language materials have been prepared for the mandated topics of a RR pre-layoff meeting.  Overhead slides are also being translated into Spanish to assist both the interpreter and audience members.

Services Following Disasters

The Federal Emergency Management Agency (FEMA) organizes services for disaster victims.  FEMA suggests the following procedures:

FEMA will contact the local RRC and will provide a list of job orders required to assist disaster victims and to begin the post-incident cleanup.

FEMA will establish a Disaster Center that will include Representation from local WC(s), Unemployment Insurance, and Job Training programs.  Other agencies and programs typically represented include: Social and Rehabilitation Services, Small Business Administration, Kansas State Emergency Management Agency, Internal Revenue Service, Kansas Division of Family Services, Kansas Attorney General, Law Enforcement, American Red Cross, Salvation Army and other appropriate local service organizations.

If  FEMA is not involved in a local disaster, the local RRC will contact the following: the local Mayor, City Clerk and/or Administrator, Chamber of Commerce, Red Cross, Salvation Army and employers affected by the disaster.  Once these people are contacted, the information regarding the services available to assist those who lost their jobs due to the disaster may be provided.

The local RRC will contact the State DWU within 24 hours of notification by FEMA, or other declaration of a disaster, for assessing the need for a NEG.  NEG’s may offer victims displaced from their jobs by the disaster the following services: jobs at work site including wages/benefits, necessary tools/equipment, work-related physical/medical exams, day care, mileage reimbursement, outreach/communications, out-of-are job search and relocation assistance, classroom training and on-the-job training.  A temporary office may be established to provide these services.

State Dislocated Work Unit Responsibilities

The State DWU will contact the local RRC upon receipt of a WARN notice.

The State DWU will maintain central office files for RR activity and serve as the communication center for local offices on a statewide basis, receiving and distributing information as needed, particularly if an employer has several office affecting One-Stop Center in multiple Local Areas.  Information from the field will also be compiled and distributed to local LWIB’s, One-Stop partners and/or others requiring information.

The State DWU will attend random pre-layoff informational meetings in different Local Areas in order to evaluate customer satisfaction and to work with local staff in continually improving customer service.  Customer satisfaction measures will be shared with both the WNBK and LWIB’s on a quarterly basis.

The State DWU will provide staff development activities.  Training may include information associated with new or update services, that required for orientation to the RR assignment, or that negotiated between a Local Office and the State DWU should customer satisfaction measure indicate a need.

The State DWU will sponsor the RR online data base, maintain master files on customer and employer satisfaction surveys, and employer files containing all correspondences and MLS date to evaluate both the quantity and quality of services, for the purpose of continuous program improvement.

The State DWU will oversee Dislocated Worker information on the Commerce web site.

The State DWU will be responsible for keeping information current for the WC Virtual Office, an internet service allowing labor market exchange services and WC registration to customers who find this service more convenient.

The State DWU will also respond to referrals and be responsible for ensuring that information for the National Dislocated Worker Unit Helpline remains current.  The Helpline will provide a telecommunication access to services.

The State DWU will assist in the presentation of NEG’s.

The majority of statewide materials and folders will be printed under the direction of the State DWU in order to maintain consistency and to leverage quantity discounts.  The local RRC and/or One-Stop operators will be expected to produce materials specific to their respective areas.

In addition, WIA also allows the State to use its 15% funds for incumbent worker training.  “Incumbent Workers” do not have to meet Dislocated Worker definitions under WIA.

The State DWU will collaborate with the Commerce to avert layoffs by identifying and possibly assisting struggling companies.

Both the State DWU and the local RRC will utilize time to codes that cause associated services, personnel benefits, and allocated and non-personal service costs, to be charged to Rapid Response.  Local RRC will charge their time against the RR funds set aside for local activities.
3.  Determining Priority for Services

LA III has determined that funds are limited.  Therefore, in compliance with section 134 (d)(4)(E) of the Act, Adult program customers receiving government assistance and other low-income individuals will be given priority for access to intensive and training services.  Individuals meeting one or more of the following criteria will receive priority access to services under the Adult program on a first come, first served basis:
· An individual who receives, or is a member of a family that receives, cash payments under a Federal, state or local income-based public assistance program

· An individual who received an income or is a member of a family that received a total family income for the six (6) month period prior to application for the program involved (exclusive of unemployment compensation, child support payments, and public assistance payments and old age and survivors insurance benefits received under section 202 of the Social Security Act) that, in relation to family size, does not exceed the higher of  (i) the poverty line, for an equivalent period or (ii) 70% of the lower living standard income level for an equivalent period

· An individual who is a member of a household that receives (or has been determined within the six (6) month period prior to application for the program involved to be eligible to receive) food stamps pursuant to the Food Stamp Act of 1977

· An individual who qualifies as a homeless person per section 103 (a) and (c) of the McKinney Act

· A foster child on behalf of whom state or local government payments are being made

· An individual with a disability whose own income is at or below poverty level or 70% of the lower living standard or receives cash payments under a public assistance program, but who is a member of a family whose income does not meet such requirements

Exception

Adult program applicants who do not receive public assistance and whose household/family income exceeds the guidelines necessary to be codified as “low income” may still receive consideration for registration and enrollment into Intensive services based on the following eligibility criteria:

a) Unemployed on the date of eligibility determination, and

b) Last six (6) months individual/household income does not exceed the higher of the current Poverty guideline or the 70% of the Lower Living Standard Income Level (LLSIL) guideline by more than two-hundred (200)  percent.

Should there be an excess of applicants seeking eligibility under the Adult Exception category, priority for services under this category will be granted to those who possess one (1) or more of the following characteristics (documentation required for each applicable characteristic):

· Disabled

· Offender

· Unemployment Insurance (UI) exhaustee

· Older worker (age fifty-five [55] and older)

· Reemployment services (RES) participant

Long-term unemployed (more than twenty-six [26] consecutive weeks)
4.  Priority Services for Veterans

Each full service One-Stop Workforce Center in LA III employs dedicated veterans staff.  They assist Workforce Center Representatives in identifying qualified veterans as early as possible in the service, intake and assessment process to ensure priority service provision to qualified consumers.  The Local Veterans Employment Representatives (LVER), Disabled Veterans Outreach Program (DVOP) staff, and all other Workforce Center staff maximize employment and training opportunities for veterans and other covered persons, with priority given to disabled veterans and veterans of the Vietnam Era by giving them preference over non-veterans in the provision of employment and training services.  Veteran status is captured at intake in the Kansas Job Link and Kansas Service Link systems.

Priority of service to veterans will be provided and applied within the context of existing priority of service policies, operational procedures, and related work processes, noted in above and elsewhere within this Plan.  Provided an individual applicant meets basic WIA eligibility and registration criteria, a covered veteran will receive first priority for intensive and training services, in advance of all other individuals that fall within the same priority of service population.  Covered veterans include the following individuals:

· A veteran; and

The spouse of any of the following individuals: 

· Any veteran who died of a service-connected disability;

· Any member of the Armed Forces serving on active duty who, at the time of application for assistance is listed, and has been so listed, for a total of more than 90 days as:

· missing in action, 

· captured in line of duty by a hostile force, or 

· forcibly detained or interned in line of duty by a foreign government or power; 

· Any veteran who has a total disability resulting from a service-connected disability; or

· Any veteran who died while a disability so evaluated was in existence.

This veteran’s priority system applies across all WIA-funded programs including dislocated worker, youth, fifteen percent (15%) statewide activity programs, and National Emergency Grants.

If severe funding shortages result in the implementation of a waiting list, and a rank ordering within the population of veterans become necessary, the following order of priority will be applied:

· Special disabled veterans; 

· Other disabled veterans; 

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

· Certain spouses and other eligible persons. 

As required by WIA Section 168, employment and training programs will be provided to the following targeted groups of veterans:

· Veterans who have service connected disabilities;

· Veterans who served on active duty in the armed forces during a war or in a campaign or expedition for which a campaign badge has been authorized;

· Recently separated veterans; and

· Veterans with significant barriers to employment.

Active military who are within 180 days of separation/retirement, whether or not afforded the opportunity to attend Transition Assistance Program (TAP) workshops, will be included in the priority categories above for access to workforce programs.
F. YOUTH SERVICES

1.      Framework of Youth Program to Include the Ten Program Elements  

Local Area III has a distinctive framework in mind for the Youth Program to include the ten (10) program elements as listed in the Federal Regulations Section 664.410.  Services are provided to youth 14-21 years of age with 70% of the funds being provided to in-school youth and 30% of the funds being provided to out-of-school youth. The design of the Local Area III Youth Program is under the guidance of the Local Area III Youth Council. 
The purpose of Workforce Investment Act programs for youth includes:

· to provide to eligible youth seeking assistance in achieving academic and employment success, effective and comprehensive activities, which shall include a variety of options for improving educational and skill competencies and provide effective connections to employers

· to ensure on-going mentoring opportunities for eligible youth with adults committed to providing such opportunities

· to provide opportunities for training to eligible youth

· to provide continued supportive services for eligible youth

· to provide incentives for recognition and achievement to eligible youth and to provide opportunities for eligible youth in activities related to leadership, development, decision making, citizenship, and community service

· to disseminate a list of eligible providers of youth activities providing additional assistance to local areas that have a high concentration of eligible youth

All youth programs must include the following design elements:
· orientation workshop for all potential WIA registrants
· an objective assessment of the academic levels, skill levels, and service needs of each participant, which shall include a review of basic skills, occupational skills, prior work experience, employability, interests, aptitudes (including interests and aptitudes for nontraditional jobs), supportive service needs, and developmental needs of each participant, except that a new assessment of a participant is not required if the provider carrying out such a program determines it is appropriate to use a recent assessment of the participant conducted pursuant to another education or training program

· development of service strategies for each participant that shall identify an employment goal (including, in appropriate circumstances, nontraditional employment), appropriate achievement objectives, and appropriate services for the participant taking into account the assessment conducted, except that a new service strategy for a participant is not required if the provider carrying out such a program determines it is appropriate to use a recent service strategy developed for the participant under another education or training program

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

· provide each participant or applicant information on the full array of applicable or appropriate services that are available through the local board or other eligible providers or One-Stop system 

· provide referrals to eligible service providers and other youth programs to  all youth who seek assistance through the One-Stop system

· in coordinating the programs, the Youth Council shall establish linkages with educational agencies responsible for services to participants

· make opportunities available for individuals who have successfully participated in programs carried out under this section to volunteer assistance to participants in the form of mentoring, tutoring, and other activities

Local Area III will make the following  ten (10) program elements available to youth participants using a comprehensive service delivery strategy:

· Tutoring, study skills training and instruction leading to secondary school completion, including dropout prevention strategies

· Alternative secondary school offering

· Summer employment opportunities directly linked to academic and occupational learning

· Paid and unpaid work experiences, including internships and job shadowing

· Occupational skill training

· Leadership development opportunities

· Supportive services

· Adult mentoring for at least a twelve (12) month period

· Follow-up services for at least a twelve (12) month period

Comprehensive guidance and counseling, including drug and alcohol abuse counseling

In addition the Local Area will implement specific strategies to accomplish the following:

· Ensure continuous performance review and evaluation of participants and providers

· Dropout prevention
Description of Services
Work Experience (Paid and unpaid)

Eligible youth can be placed in a work experience that will enable him/her to be in a planned, structured learning experience in an adequate workplace for a limited period of time. An individual  attending school may  work six (6) to twenty (20) hours per week to a maximum of 500 hours or six (6) months.  The work experience can be in a paid or unpaid setting and may be in the private for-profit sector or the public sector.  In some situations On-the-Job Training may be appropriate, however, an OJT would not be a suitable activity for youth under age 18. 

The  rate of pay for all in-school youth will be minimum wage (currently $5.15 per hour).  Any subsequent work experiences for in-school youth will also be paid at minimum wage.

For those out-of-school youth, the rate of pay for the work experience will be minimum wage (currently $5.15 per hour) or the prevailing wage. When considering the prevailing wage, the Workforce Development Representative needs to look at the  America’s Career Information Network (ACI Net) to determine if the employer’s entry level wage  is comparable to the   Kansas median.  The rate of pay will be the employer’s entry level wage or the wage from America's Career Information Network (ACI Net) median (for Kansas) whichever is the lowest.
 Documentation from the employer, in the form of a written statement as to their entry level wage for that specific occupation, will need to be placed in the file.  Again, a work experience is a short term or part time work assignment designed to enhance employability of the individual through development of good work habits, basic work skills and afford them the opportunity for career exploration.

Orientation of Work Sites/Participants

A Work Site Supervisors manual and Participant Handbook will be available for the Workforce Center Representatives to distribute to those involved in a work experience.

The LA III Administrative Office and Workforce Center Representatives will track the attendance of each participant and adhere to the attendance policies of the institution or the employer where the participant has been placed.

Responsibility of Workforce Center Representative 
· Monitor for proper supervision

· Provide work site supervisor orientation and information

· Provide participant orientation

· Be available for consultation for supervisor at the work site and for the participant

· Be sure that the work site supervisor and participant are aware of the Complaint/Grievance Procedure
Tutoring Program

Tutoring, defined by the Workforce Investment Act, is individual instruction of basic skills (reading and math), study skills training and assistance leading to secondary school completion, including dropout prevention strategies.  
All Johnson, Leavenworth and Wyandotte county youth struggling in class work can apply for this service.  However, they must be determined eligible prior to receiving the services. 

Youth that have previously participated in some other WIA program(s) are advised via correspondence, of other services that are available to them, including tutoring.  Many of these youth that scored below the norm on the CASAS test should be contacted on a periodic basis by the Workforce Center Representative encouraging them to take advantage of this program.. The Workforce Center Representatives also work closely with all the schools in the three (3) county area continuously reminding them that the tutoring program is available to help youth who are struggling in course work.

· Prior to a youth enrolled in the tutoring program in-depth assessment and good written justification as to why this youth needs to be enrolled in Educational Achievement Services (Tutoring) is necessary. The written statement can come from the teacher, counselor and/or parent.

· Tutoring can also be provided during the summer months if deemed necessary

· Youth can receive tutoring services along with being enrolled in another program such as a Work Experience

· Youth can enroll for tutoring services again the next school term provided they are eligible for the program and still in need of these services.  It is not a one-time process.
Occupational Skills Training  (Traditional and Nontraditional)

Occupational Classroom Training (CRT) consists of basic or advanced formal training for acquiring skills in a specific occupation.  The training is provided at approved vocational/technical institutions, high schools, proprietary schools or colleges.  The training offered is targeted to local job demand as outlined in the  LA III Plan.  The student must be designated by the institution as a full-time student in that course of study.  If the full-time designation is not available from the training institution, the duration of the training will not be less than twelve (12) nor exceed forty (40) class hours per week.  Any WIA sponsored training activity must result in the award of a recognized degree, certificate or credential upon successful completion.
Local Area III limits the duration of training activities to a total of one (1) year, and not to exceed more than $3,000 per participant in that year.  Exceptions to these limitations are few, and there must be a clear and compelling rationale for considering any proposed exceptions.  The Local Area III Area Administrative Office (AAO) retains the sole authority to approve or disapprove any proposed exceptions to these limitations on a case-by-case basis.  Any additional financial aid that an individual is able to secure, such as a Pell Grant or other grant, will be a factor in determining the actual amount of training funds available from the Local Area.
NOTE:  Any participant that is otherwise eligible and registered for WIA services who is discovered to be in default on repayment of a Federal student loan(s) will be denied access to WIA training funds.

On-the-Job Training (OJT)

While an OJT is not likely an appropriate activity for most youth under age 18.  An OJT may be used as a service strategy for  youth 18 years of age or older based on the needs identified in the Objective Assessment and the Individual Service Strategy. A youth 18 through 21 may concurrently  participate in youth and adult activities as  appropriate for the individual.  Refer to LA III WIA  Adult and Dislocated Worker procedure,  OJT Section

Limited Internships

Limited internships will be used as an entry employment experience placing in-school youth (14-21 years of age) at private employer work sites as a means of exposing youth to experience in positions for which they would ordinarily not be hired.  This would be due to lack of experience or other barriers to employment and to enhance the long-term employability of youth.  It should be noted that public/private non-profit work sites are used when private-for-profit work sites are not available.

The participant will not ordinarily be enrolled for more than 240 hours and no more than 20 hours per week during the school year.  Such working experience shall be appropriately supervised to include the maintenance of attendance standards and work site performance. 

A limited internship may be combined with classroom instruction relating to basic skills and abilities, or to particular position, occupation, and industry to compete in the local labor market.  Area Technical Services (ATS) does provide internships along with classroom instruction.

During the development of each participant’s objective assessment and service strategy, the Workforce Center Representative will ensure that the appropriate mix of elements and Service Providers is used to provide for the needs of the eligible individual participants in securing and maintaining employment and entrance into post-secondary education.
Eligible youth are defined as:

· Age 14 through 21

· Low-income 

· Meets one or more of the following categories:

1.    Deficient in basic literacy skills

2.   School dropout

3.   Homeless, runaway or foster child

4.   Pregnant or parenting

5.   Offender

6.   Requires additional assistance to complete an education program to secure or     

       hold employment (includes youth with disabilities)

Low-Income is identified according to the following characteristics:

· Receives, or is a member of a family that receives, cash payments under a federal, state or local income-based public assistance program; or

· Received an income, or is a member of a family that received a total family income, for the 6-month period prior to application (exclusive of unemployment compensation, child support payments, payments described in Item (1), and old-age and survivors insurance benefits received under section 202 of the Social Security Act (42 U.S.C. 402) that, in relation to family size, does not exceed the higher of the poverty line, for an equivalent period; or 70 percent of the lower living standard income level, for an equivalent period 

· Be a member of a household that receives (or has been determined within the 6-month period prior to application to be eligible to receive) food  stamps pursuant to the Food Stamp Act of 1977 (7  U.S.C. 2011 et seq.); or

· Qualifies as a homeless individual, as defined in subsections (a) and (c) of section 103 of the Stewart B. McKinney Homeless Assistance Act (42 USC 11302); or

· Is a foster child on behalf of whom State or local government payments are made; or

· Is an individual with a disability whose income meets the requirements of a program described in Item (1) or Item (2) above but who is a member of a family whose income does not meet such requirements. 

Out-of-School Youth
In accordance with the WIA, 70% of the youth funds must be used to serve in-school youth and 30% of all youth funds must be used to provide activities to out-of-school youth.  
An out-of-school youth is defined as either:

· school dropout

· received a high school diploma or has a GED, but is basic skills deficient, unemployed or underemployed

In accordance with Section 664.205(b) “deficient in basic literacy skills” is defined as, “an individual who computes or solves problems, reads, writes or speaks English at or below grade level 8.9.  Any assessment instrument used to determine an individual’s basic literacy skills must be generally accepted and must provide results in (or can be converted to) a grade/year and grade/month format.

In accordance with Section 101(25)(B) of the WIA a disabled youth whose family does not meet the income guidelines may be eligible if the youth’s own income meets the income guidelines or meets the income eligibility guidelines for cash payments under any federal, state or local public assistance.
Concurrent Enrollment

Under the Act,   an eligible youth is defined as an individual who is 14 through 21 years of age.  Adults are defined as individuals who are 18 years of age and older.  A determination can be made at the time of the completion of the Objective Assessment and the Individual Service Strategy whether youth or adult occupational training opportunities and employment experience programs are appropriate for those individuals ages 18 through 21 years of age.  These individuals must meet the eligibility requirements under the applicable adult criteria for services received.  It will be the responsibility of administration to track the funds to assure that there is no duplication of services.  Concurrently enrolled individuals will count toward the performance measure outcomes for both programs.
2. Methodology Used to Identify Successful Providers Administering Youth Services; 
Process for Possible Corrective Action
Note:  In February 2005 the U.S. Department of Labor Regional V Office staff conducted a review of the WIA program operations in Local Area III.  At that time Local Area III was notified that LA III could no longer work under the auspice of providing youth services through individual contracts.  Youth Services from this time forth have to be competitively procured via  Request for Proposal (RFP).  
The following is the format and plan to get the RFP process in progress:

· Youth Coordinator has gathered various RFP materials
· Youth Coordinator and Executive Director of the Local Area III Board have initially met to coordinate the process

· Youth Coordinator has visited and gathered materials from other Local Areas 

· As indicated below the Youth Council will play an active role in this process.
The described activities and services offered to eligible youth in LA III  will be overseen by the  Youth Council.  The Youth Council will ultimately be responsible for the following:
· Setting policy for youth in LA III

· Coordination of youth services

· Serve as a catalyst for engaging all youth service entities in policy development and design of a comprehensive local youth system

· Recommend youth service providers establishing linkages to entities that will foster the participation of eligible youth and advise the Local Area III Workforce Investment Board in determination of award of competitive grants and/or contracts.

The Local Area III Workforce Investment Board will review the services provided by these and other providers of youth services to identify eligible providers of youth activities based on the recommendations of the Youth Council and on the criteria set out in the State Plan.  Services from these providers will be obtained in compliance with the Kansas Department of Commerce Fiscal Policies and Procedural Manual.
Youth Services and Youth Service Providers are monitored internally. Youth Service and Youth Service Providers are monitored in the third quarter of each year. If any correction action needs to be taken there is a formal process in place.  (See  Section II, Monitoring section)
3. 3.   “Face Serious Barrier to Employment” -  Five Per Cent Youth  Not Low-income
Local Area III will comply with Federal Regulation, Section 664.220 that allows for five (5) percent of youth to be served that do not meet the income criterion.  They must fall within one (1) or more of the following categories:

· Individuals who are school dropouts
· Individuals who are basic skills deficient
· Individuals with educational attainment that is one (1) or more grade levels below the grade level appropriate for the individual’s age

· Individuals who are pregnant or parenting

· Individuals who possess one or more disabilities (including learning disabilities)

· Individuals who are homeless or runaway youth
· Individuals who are offenders
· Faces a serious barrier to employment as defined by the local Board

The local Workforce Investment Board has identified the following categories as facing a serious barrier to employment:

· A resident of the Kansas portion of the BI-State Enterprise Zone

· An individual attending an alternative school

· An individual who has a poor work history or has been fired from a job in the past six months

· An individual receiving treatment for drug or alcohol dependency

· An individual with a disability that is a serious barrier to employment

The Youth Council will review this list on a regular basis and make additional recommendations to the Local Area III Workforce Investment Board regarding other serious barriers to employment.

Eligibility for free school lunches is not a substitute for income eligibility under the Act.  For this reason Local Area III may not use eligibility for free lunches under the National School Lunch Program as an additional barrier for the five (5) percent of those youth who do not meet income criteria.

4.
Definition of the Sixth Youth Eligibility Criterion

In accordance with the Section 101 (13)(C)(vi) of the Act, the definition of the sixth youth eligibility criterion is “low income youth who require additional assistance to complete an educational program, or to secure and hold employment.”  The state has directed in the state Two-Year  Plan that Local Areas will define the components of this criterion.  

Local Area III defines an individual who requires additional assistance to complete an educational program as one who meets one or more of the following:
· IEP
· has previously dropped out of an educational program

· has grades that are below average

· lacks sufficient credit to graduate from a secondary school program as compared to others

· has poor attendance patterns in an educational program during the preceding 12 calendar months

· is one or more grade levels below the grade level appropriate for the individual’s age

· is currently attending or has attended an alternative school

· has a disability that is a significant barrier to employment

· attends a school that has been identified by a local school district as a school with a higher than average drop-out rate

· has limited spoken English skills or English is a second language

Local Area III Board defines an individual who requires additional assistance to secure and hold employment as one who meets one or more of the following: 
· has no vocational/employment goal

· has a poor work history (to include no work history)

· has been fired from a job in the last six (6) calendar months

· has no occupational skills
· has limited spoke English skill or English is a second language

G.  DESCRIPTION OF WAGNER-PEYSER SERVICES
1.  Coordination of Labor Exchange Services in the One-Stop System

As the One-Stop operator and the operator of employment service programs under the Wagner-Peyser Act and the amendments in Title III of the Workforce Investment Act, Local Workforce Investment Area III has developed the Wagner-Peyser Plan of Service in conjunction with the local Workforce Investment Board, the Chief Elected Officials of the Local Workforce Investment Area, and its One-Stop Partners as part of the two (2) year local WIA Plan.  Memoranda of Understanding are in place with the One-Stop partners that will provide a road map for the delivery of labor exchange services through the One-Stop system, and will serve to avoid duplication amongst agencies.

One-Stop Workforce Center staff who are state merit employees will provide all labor exchange services under Wagner-Peyser.  All services provided will be recorded and tracked through Kansas Job Link (KJL) and Kansas Service Link (KSL).

Staffing, Shared Expenses, and Technology Details Handled by  One-Stop Center

All staffing requirements, shared expenses and technology requirements for the provision of labor exchange services will be covered in the memorandums of understanding (MOU) entered into between the LWIB, the One-Stop Operator and the One-Stop Partners.  These MOU’s will insure that all partners and funding streams that are part of the One-Stop system will share staff and expenses in the delivery of Wagner-Peyser services to both employers and job seekers.

Measures Used to Assure Services Will Not be Duplicated

All One-Stop partners will be required to use either Kansas Job Link or Kansas Service Link (KJL/KSL) or the state Workforce Development System when available to enter all core, intensive and training services delivered to job seekers and employers.  One-Stop Workforce Center staff will review the service delivery records for job seekers and employers before providing any labor exchange services.  This effort will preclude duplication of services.  In addition, each signatory in the MOU process will certify that all efforts will be made to prevent duplication of services to customers through the implementation of a continuous improvement process.

2.  Basic Labor Exchange Functions

Applications are accepted from any applicant who is qualified to work.  Occupationally significant information necessary to determine the customer’s qualifications for employment are obtained from the customer.  One-Stop Workforce Center staff review, analyze and complete the information provided by the customer to ensure that all qualifications for employment are documented to determine any need the client may have for employment counseling or selective placement.  Customers are also presented with additional information that will increase the opportunity for placement. One-Stop Workforce Center staff evaluates the occupationally significant facts about the customer and classify the customer by assigning the proper code according to the Dictionary of Occupational Titles or O-Net information.  Job orders are posted by, and received from employers, and categorized by occupational skill needs using the same information.  The match between customers and employers is affected by the entry of the data into the computerized system.  An automated search can be initiated for the customer seeking employment or the employer seeking workers.  If there are no suitable job openings available, One-Stop Workforce Center staff may attempt to develop a job opening for a specific customer by contacting employers.

Job Seeker Services

Job seekers can create a complete on-line, printable resume available to employers who have approved access to job seeker information.  Resumes can be automatically e-mailed to employers at the job seeker’s request.  Seven different methods are available to job seekers to conduct a job search:

· Quick Search:  quickly preview job openings available using keywords and geographic area, prior to creating or logging-in to their self-service account.

· Basic Search:  set job search criteria with factors such as geographic area; job title keywords; salary; type of job; education level; type of employer; type of employment; health benefits, child care, and public transportation availability, or only temporary jobs.  Job seekers may save these criteria and create a profile for subsequent job searches.

· Search by type of job:  use keywords to search from a list of job classifications.

· Search by employer name:  search based on the employer’s name, if interested in a specific company.

· Search by resume objective:  search by resume objective, with a completed on-line resume.

· Search by job order ID number:  with a job order number from a previous search, locate a specific job order.

· Search by saved job search profile:  search from a save basic search profile.

Other Job Seeker Services
· Career information:  job seekers can view listing of growth occupations, highest paying jobs, and a comparison of various occupational categories.

· Eligibility Screening:  job seekers can self-screen to assess potential eligibility for additional career-related services.

· Providers:  job seekers have access to the searchable listing of training and supportive services providers, types of training and services available, and contact information.
Job Order Clearance

Job openings are cleared between the Local Workforce Investment Areas and between states with the permission of the employer and through the use of America’s Job Bank (AJB), and Kansas Job Link (KJL).  Employers designate the geographical location or states where their job openings will be transmitted and the order-holding office controls the number of referrals to the employer is opening.

Unemployment Insurance System Work Test

Individuals applying for Unemployment Insurance (UI) are required to register for work with the nearest One-Stop Workforce Center.  Their work skills are screened against available and suitable job openings for possible referral and any refusal of an acceptable referral or job opening is presented to the Regional Unemployment Insurance Call Center for appropriate action.

Worker Profiling and Reemployment Services (WPRS)

The primary objective of the Kansas Profiling System is to identify early, in the new claims process, unemployment insurance recipients who are most likely to exhaust their benefits, and provide them with reemployment services so that their period of unemployment is reduced.  The program is designed to provide seamless customer service between ES, UI and WIA services with the goal of providing an ongoing linkage of services by various entities in a timely, streamlined, efficient and economical manner.  Reemployment services are provided in all three (3) full service Workforce Centers in varying degrees based on resource availability.

Counseling and Testing

Counseling and testing services are available to customers to assist them in making occupational choices, changes or adjustments.  Customers who have difficulty in selecting an appropriate occupation, adjusting to the work environment, or are interested in changing occupations are referred to a Workforce Development Representative for counseling services including testing through the use of the General Aptitude Test Battery (GATB) or other appropriate instruments. This includes proficiency tests such as typing, that are designed to help customers assess their job skills for the labor market.  Labor market information such as that contained in the Occupational Outlook Handbook and the Quarterly Report of Labor Supply and Demand is available to customers to assist them in making occupational choices.

Job Search Workshops

Job search techniques are taught to customers through the utilization of Job Search Workshops.  These workshops were developed and implemented to assist customers with job choices, changes and/or adjustment problems.  Emphasis is placed on helping customers develop skills needed to complete job applications, interview with employers and explore potential job opening sources.  Customers are encouraged to utilize the skills they learn to search for, secure and retain a job.  Special efforts are made to provide these services to veterans and unemployment insurance recipients.

Referral to Training

Referral of customers to other agencies, institutions, programs, or faith-based and community organizations that provide services or training such as GED, ESL, military, institutional or other occupational skills training programs is a function of One-Stop Workforce Center staff.  In addition, One-Stop Workforce Center staff serves as case managers for programs under Title I of the Workforce Investment Act.  Customers will receive a preliminary assessment for intensive and possibly training services under WIA during provision of basic labor exchange services, and core services.

Referral To Supportive Services

One-Stop Workforce Center staff refers customers to a wide variety of services that are not available from the One-Stop system.  These services include those provided by other Divisions of the Department of Commerce; the Department of Social and Rehabilitation Services; the American Red Cross, area educational institutions; the Veterans’ Administration; State Level Veterans’ Programs; Veterans’ Service Organizations; and local Faith-Based and Community Organizations.

Target Groups
VETERANS - All One-Stop Career Centers in the Local Workforce Investment Area through the use of Local Veterans Employment Representatives (LVER), Disabled Veterans Outreach Program (DVOP) staff and other staff provide maximum employment and training opportunities to veterans and eligible persons with priority given to disabled veterans and veterans of the Vietnam Era by giving them preference over non-veterans in the provision of employment and training services.  Veteran’s preference is provided by conducting a search for eligible qualified veterans prior to releasing any job orders to the general public.  This search is conducted by matching the requirements of each job order to the qualifications listed for each Veteran through the use of a computerized matching system.

MIGRANT AND SEASONAL FARM WORKERS (MSFW) - All One-Stop Workforce Centers in Local Workforce Investment Area III offer a full range of employment services to all Migrant and Seasonal Farm Workers that enter the office.  These services include counseling (where available), job referral and placement services, referral to job training programs and referral to social service agencies, and faith-based and community-based outreach programs.  In accordance with the memorandum of understanding between the Kansas Department of Commerce and SER Corporation, the provider of MSFW services under Section 166 of the Workforce Investment Act, all One-Stop service seekers will be assessed for previous agricultural employment during the past two years.  Those that respond positively during this assessment will be referred to SER for additional services.  Staff will complete an Agricultural Survey form and a Release of Information for all referrals.

UNEMPLOYMENT INSURANCE CLAIMANTS - Emphasis is placed on assisting unemployment insurance claimants in obtaining suitable employment in a minimal amount of time.  During Unemployment Insurance intake, each claimant is instructed of the requirement to register with the employment services provider.  During registration, each Unemployment Insurance claimant is provided services to enhance his/her job search activities and to increase his/her chances of a rapid return to employment. The One-Stop Workforce Center is also the service provider to Unemployment Insurance for Profiling.  Within five (5) weeks of the individual filing his/her unemployment insurance claim, those individuals who have a significant probability to exhaust their unemployment insurance benefits before finding employment, are called into a One-Stop Workforce Center and provided with extensive re-employment services.  This includes counseling, resume assistance, job development and initial assessment for DOL funded training.

3.  Employer Services in the One-Stop System

Labor exchange services provided to 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
Employers can create and manage job orders, search job seeker resumes, and access useful occupational and labor market information.  Services available to employers 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.

Employers my 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.

4. Work Opportunity Tax Credit, Federal Bonding Program, and Registered 
Apprenticeship Information

Work Opportunity Tax Credit (WOTC)
All full service One-Stop Workforce Centers in Local Area III can assist individuals and business with filing for and processing documentation for the Work Opportunity Tax Credit (WOTC) program.  The WOTC is designed to help individuals from certain groups who consistently have the most difficulty in securing employment.  The credits are equal to 25 percent of qualified first-year wages for a maximum allowable credit of $1,500 for those employed at least 120 hours but fewer than 400 hours and 40 percent for those employed 400 or more hours, for a maximum credit of $2,400.  For the 16- to 17-year-old Empowerment Zone, Enterprise Community, Renewal Community (EZ/EC/RC) Summer Youth, qualified wages remain capped at $3,000 for a maximum credit of $750 for those individuals employed at least 120 hours but less than 400 and a maximum credit of $1,200 if employed 400 or more hours.  The actual amount of tax credit depends on several factors including the employer’s tax rate and the amount of wages earned.  To qualify for the WOTC tax credit, new hires must begin work before January 1, 2006.

 

The Welfare-to-Work (WtW) tax credit is aimed at providing employers a tax credit on the first $20,000 of eligible wages paid to qualified long-term family assistance (TANF) recipients during the first two years of employment.  The credit is 35 percent of the first $10,000 of eligible wages in the first year of employment if employed at least 180 days or 400 hours, and 50 percent of the first $10,000 of eligible wages in the second year of employment.  The maximum credit for the first year is $3,500 per qualified employee and $5,000 the second year for a maximum total of $8,500.  To qualify for the WtW tax credit, new hires must begin work before January 1, 2006.

Federal Bonding Program (FBP)

Fidelity bonding is a form of insurance used to indemnify employers for loss of money or property sustained through the dishonest acts of their employees. One-Stop Workforce Center staff certifies for eligibility those individuals that are not eligible for commercial bonding.

Registered Apprenticeship

Registered Apprenticeships offer formalized training opportunities for specific high-demand, high-skill occupations.  Apprenticeships combine on-the-job training and supportive technical instruction to incumbents engaged in productive work.  An experienced “journey worker” is responsible for overseeing and/or directly providing the on-the-job training and related instruction for the incumbent.

Information specific to each of these programs is available at each Workforce Center via an internet-enabled workstation, or in hard copy format, in the form of informational fact sheets and/or program brochures.  Workforce Center staff, including the Regional Director, as well as WIB staff will share such information on these programs with employers as part of business outreach efforts.  Included in these efforts will be contacts with recipients of Kansas Industrial Training (KIT) awards.  Such contacts will be made by phone or by mail immediately after Area III receives notice that awards are made.  In addition, Area III will work with the Department of Commerce to identify ways to improve notification of and outreach to recipients of Commerce incentives, including KIT.
5.  Priority Job Seeker Services for Veterans

All One-Stop Career Centers in the Local Workforce Investment Area through the use of Local Veterans Employment Representatives (LVER), Disabled Veterans Outreach Program (DVOP) staff and other staff provide maximum employment and training opportunities to veterans and eligible persons with priority given to disabled veterans and veterans of the Vietnam Era by giving them preference over non-veterans in the provision of employment and training services.  Veteran’s preference is provided by conducting a search for eligible qualified veterans prior to releasing any job orders to the general public.  This search is conducted by matching the requirements of each job order to the qualifications listed for each Veteran through the use of a computerized matching system.  Veteran status is captured at intake in the Kansas Job Link system.

Priority for services and job referrals for veterans will be provided and applied within the context of existing priority of service policies, operational procedures, and related work processes (pursuant to Kansas Department of Commerce Policy #2-6-00).  A covered veteran will receive first priority for services and job referrals in advance of all others (non-veterans).  Covered veterans include the following individuals:

· A veteran; and

The spouse of any of the following individuals: 

· Any veteran who died of a service-connected disability;

· Any member of the Armed Forces serving on active duty who, at the time of application for assistance is listed, and has been so listed, for a total of more than 90 days as:

· missing in action, 

· captured in line of duty by a hostile force, or 

· forcibly detained or interned in line of duty by a foreign government or power; 

· Any veteran who has a total disability resulting from a service-connected disability; or

· Any veteran who died while a disability so evaluated was in existence.

If it becomes necessary to rank order within the population of covered veterans to determine advance access to services or job referrals, the following order of priority will be applied:

· Special disabled veterans; 

· Other disabled veterans; 

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

· Certain spouses and other eligible persons. 

Active military who are within 180 days of separation/retirement, whether or not afforded the opportunity to attend Transition Assistance Program (TAP) workshops, will be included in the priority categories above for access to workforce programs.
6.  Case Management Services for Veterans

Veterans and other eligible seeking services through the Local Area III One-Stop system will receive intake, assessment, registration and follow-up services on a priority basis with special preference being given to special disabled veterans, disabled veterans, campaign badge veterans and veterans of the Vietnam Era.  In each full service center, Local Veterans Employment Representatives (LVER) and Disabled Veterans Outreach Program (DVOP) staff, who has received specialized training in providing case management to veterans, are available to provide these services to veterans. If LVER and DVOP staff is not available to provide the aforementioned services to veterans, these services will be provided by other staff members on a priority basis.  Veterans and other eligible will be strongly encouraged to register for labor exchange services during their first visit.  Once intake and registration have occurred, LVER and DVOP staff will perform an assessment of the veteran's needs and initiate case management services if necessary.  Each month, LVER and DVOP perform follow-up activities, contacting veterans and other eligible actively seeking service to determine their current 

Case Management Services To Veterans/Other Eligible(s)
LVER and DVOP staff, who has received specialized training in providing case management services, are available to provide these services to veterans.  If LVER and DVOP staff is not available to provide the aforementioned services to veterans, these services will be provided by other staff members on a priority basis.  LVER and DVOP staff will target special disabled veterans, disabled veterans, campaign badge veterans and veterans of the Vietnam Era and veterans with multiple barriers to employment for case management services.  LVER and DVOP staff have received training in the delivery of core, intensive and training services under WIA.  Since each LVER and DVOP is capable of delivering services under the Adult program and the Dislocated Worker program authorized under WIA as well as the full range of services under VETS and Wagner-Peyser, each veteran will be tied to a single case manager during their receipt of services.

status.  Those who have not obtained employment through initial services are actively encouraged to return for additional services.

Mediated and Non-mediated Services Available to Veterans and Others Eligible

Veterans and other eligible receive mediated services and non-mediated services through the Local Area III One-Stop system.  Each location, including satellite locations, provides non-mediated self-registration, assessment, career counseling, labor exchange, and resume development using local PC based software and Internet tools including the Kansas Job Bank, America's Job Bank and America's Career Kit. While these tools are available without registration, veterans and other eligible are strongly encouraged to self-register to take advantage of mediated services.  Each full service One-Stop location offers mediated services to veterans and other eligible, including job development, counseling, development of an employability plan, career assessment, referral to other providers of veterans services and training services including Veterans' Administration programs.  In addition they have access to WIA-funded staff to obtain assistance with core services, intensive services and training services.   

Through the Local Area III One-Stop System, Local Veterans Employment Representatives (LVER), Disabled Veterans Outreach Program (DVOP) staff, and other staff provide maximum employment and training opportunities to veterans and eligible persons.  Priority is given to special disabled veterans, disabled veterans, campaign badge veterans and veterans of the Vietnam Era by giving them preference over non-veterans in the provision of employment and training services.  Veteran’s preference is provided by conducting a search for eligible qualified veterans prior to releasing any job orders to the general public.  This search is conducted by matching the requirements of each job order to the qualifications listed for each Veteran through the use of a computerized matching system.

7.  Linkages with Department of Veterans Affairs and Other Veteran Services  

LVER and DVOP staff contacts Veterans' Service Organizations (VSO) on a reoccurring basis as part of their outreach programs.  Information concerning veteran's programs and initiatives is shared routinely between Veterans’ Service Organizations such as American Legion, Disabled American Veterans, Veterans of Foreign Wars and LVER/ DVOP staff.  DVOP staff provides outreach services at the Veterans' Administration Hospital in Leavenworth each week, conducting job search and job development activities and making referrals to local service organizations.

8. Specialized Services for the Disabled, Ex-offenders, Minorities, Older Workers and    
        Youth

All LA III Workforce Centers are ADA compliant and fully accessible to individuals who may face physical challenges or impairments.  Workforce Development Representatives make every effort to provide additional support and resources to disabled job seekers to ensure a positive experience.  Assistive technologies are available in the local Workforce Centers to facilitate productive job seeking activities.

LA III ensures Equal Opportunity access to all labor exchange services and treats every system consumer with respect, and in a fair and equal fashion.  LA III conducts community outreach initiatives and collaborates with local community action agencies and other community organizations that assist low-income individuals and/or specific populations with employment and training activities.

LA III conducts ongoing community outreach and collaborates with local school districts and other youth-oriented community organizations to encourage utilization of labor exchanges services and heightened involvement in the One-Stop Workforce Center system.

LA III has contracted with the Older Kansans Employment Program (OKEP) to provide specialized services for job seekers age fifty-five (55) and over.  An OKEP Representative holds weekly support groups and job seeker meetings in each county that comprises LA III.  Participants are provided job leads, peer support, and post-placement follow-up.

LA III assists ex-offenders in seeking and securing employment utilizing appropriate universal labor exchange services, and by accessing specialized incentives such as the Federal Bonding Program (FDP), and the Work Opportunity Tax Credit (WOTC).

9.  Services for the Agricultural Community
Outreach

All of Local Area’s efforts to reach or obtain information about Migrant and Seasonal Farm Workers (MSFW) will be accomplished through contact with agencies or community-based organizations known to farm workers in this area and those local agencies that specialize in services to MSFW’s. Local Area III will work closely with SER Corporation to fulfill the requirements of the memorandum of understanding between COMMERCE and SER in identifying and providing services to MSFW’s.  

Assessment   

MSFW’s have access to the same assessment tools available to all One-Stop system customers, including personal interviews and assessment tools (both computer-based and pencil/paper). Local Area III will assess all applicants for previous agricultural employment during the past two years during intake. In addition to being offered the full range of employment services available through the One-Stop Career Center, applicants responding positively to this assessment will receive referrals to local MSFW service providers for specialized services. Local Area III will cooperate with SER Corporation to insure that MSFW’s receive the full range of services provided by Local Area III, SER and all One-Stop system partners.

Other Services

MSFW's have access to the same services available to all One-Stop system customers including all core and intensive services. Local Area III will coordinate the delivery of MSFW services with all One-Stop partners to insure all MSFW’s receive access to available services and to prevent duplication in delivery of services.

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.
10.  Labor Exchange Performance

As part of the Local Area’s continuous improvement program, the following performance outcomes will be monitored continually in each One-Stop Workforce Center:
· Percent of Civilian Labor Force Registered

· Referred to Jobs (transactions)

· Received Some Reportable Service (transactions)

· Obtained Employment (transactions)

· Placements (transactions)

· UI Claimants Received Reportable Service (individuals)

· Employer Utilization (openings filled/openings received)
H.
PERFORMANCE MEASURES and STANDARDS

1.  Process used to develop goals for performance measurement

The LWIB’s plan for meeting the needs of job seekers and businesses in Area III is built on the recognition that partnerships are required to achieve success.  The LWIB relies on partnerships with the fiscal agent, administrative entity, the One-Stop operator, and One-Stop partners to ensure that the WIA program operates successfully.  Together with our partners, the LWIB has developed standards to use in evaluating the performance of the entities selected to carry out these roles.  

While oversight of the service delivery system is the responsibility of the entire board, committees of the board have lead responsibility for oversight of components of the system.

The Program Performance & Evaluation Committee is responsible for developing the standards for evaluating the components of the One-Stop delivery system and reporting to the LWIB on these components’ performance in meeting those standards.  The Fiscal Committee also contributes to the development and application of the standards for the fiscal agent.

The Eligible Training Provider Committee is responsible for developing the standards for evaluating training providers and reporting to the LWIB on their performance. Training providers are evaluated based on program completion rates, placement rates, and earnings levels for WIA participants as well as all participants of those programs.

The Youth Council will have the primary responsibility for developing standards for the evaluation of youth services providers and reporting to the LWIB on their performance.  Contracts with youth providers will include specific requirements for performance and for compliance with federal and state standards.  With the assistance of One-Stop staff, the Youth Council will periodically review provider performance and One-Stop administration of youth services, and report to the LWIB.  Issues requiring corrective action will be addressed as they occur.

Ultimately, the performance of each of these components of the service delivery system affect the overall performance of Area III.  This performance is reflected in the indicators listed in sections 666.300 and 666.100 of the federal WIA regulations.  These measures are:
Adult Program measures

· Adult entered employment rate

· Adult employment retention rate

· Adult earnings change

· Adult employment and credential rate

Dislocated Worker Program measures

· Dislocated worker entered employment rate

· Dislocated worker retention rate

· Dislocated worker earnings replacement rate

· Dislocated worker employment and credential rate

Older Youth (19-21 years old) Program measures

· Older youth entered employment rate

· Older youth employment retention rate

· Older youth earnings gain rate

· Older youth credential rate

Younger Youth (14-18 years old) Program measures

· Younger youth skill attainment rate

· Younger youth diploma or equivalent attainment rate

· Younger youth retention rate

Customer satisfaction (all programs)

· Participants

· Employers

The LWIB selected these measures because the LWIB is accountable to the state and federal governments for performance using these measures.   In addition, the LWIB will consider incorporating other locally developed measures that are consistent with local priorities.  Such additional measures could address the extent to which businesses are served, such as the number of new business customers, or similar measures.  However, at the time of the development of this plan, no such measures have been developed.  

The performance of the fiscal agent and administrative entity will be evaluated primarily through the review of audit and monitoring reports.  Standards include maintaining a limited number of findings and/or questioned costs, timeliness and quality of reporting to the board and to federal and state funding sources, and other measures.  The LWIB will also require that all components of the system demonstrate a commitment to principles of continuous improvement and capacity building.  

2.  Process to negotiate local levels of performance

Local Area III negotiated levels of performance for the first five years of WIA implementation with the State.  Those negotiations were conducted between representatives of the Governor, the chair of the Area III Chief Elected Officials, the LWIB Chair, and the Executive Director of the administrative entity.  The negotiated levels generally called for gradually increasing levels of performance for most measures over each of the five years.  

Proposed performance measures for FY 2005 and FY 2006 call for gradual increases in most measures over levels in the previous five (5) years.  Factors affecting these proposed goals are GPRA goals, a commitment to continuous improvement, past performance, and program changes which should result in improved performance.  A more detailed discussion of these factors can be found in Attachment C.

SECTION II
OPERATIONAL POLICIES and PROCEDURES

A. TRAINING ACTIVITIES and SUPPORTIVE SERVICES

The major factors used by the Local Workforce Investment Board (LWIB) for determining services are the statistical data characterizing the unemployed population, the national targeting of individual target groups and the needs of various groups in the community.  Factors considered in the determination for service include length of unemployment, family status, physical or emotional disabilities, veteran status, offender status, age, education status, ethnicity, gender and others. Services are available to all eligible individuals and in all portions of Local Area III (LA III) with preference given to those priority and special populations that are deemed most in need.  LA III has determined that funds are limited.  LA III will therefore assign priority for services to low-income individuals and recipients of public assistance in order to satisfy federal and state regulatory requirements, and in accordance with local preferences.

LA III recognizes that not every individual who comes to the One-Stop Center will be able to resolve their employment needs through Core or Intensive Services alone.  Thus, LA III will also provide access to Training Services for eligible employed and unemployed adults, dislocated workers.  Adults and dislocated workers who receive services funded under Title I, other than self-service or informational services, will have an eligibility determination made, and will be registered as a “participant” in the Kansas Service Link (KSL) database.

Customer Assessment Process

Information collected during participation in core and intensive services and enumerated in the Individual Employment Plan (IEP) will be used to determine if the individual requires WIA training services in order to secure and/or maintain employment.  When necessary, individuals may also be referred to other service providers to obtain prerequisite levels of skills or work readiness before participation in WIA-sponsored training activities.

Assessment is an ongoing process that addresses the changing needs and service strategies for each individual participant.  All services rendered are tracked initially through Kansas Job Link (KJL).  In the or in the event of full WIA eligibility and registration occurs, in Kansas Service Link (KSL) and in a hard copy participant case file.
As individuals are registered for WIA participation and progress through Core and Intensive services, LA III will continually record information pertaining to the services rendered.  This information may ultimately be referenced to determine an individual’s suitability for training services. The individual will then be enrolled in the activity considered necessary and appropriate.  LA III uses the following information collection methods:

· Structured interviews

· Paper and pencil tests

· Performance tests

· Behavioral observations

· Interest and/or attitude inventories

· Career guidance instruments

· Aptitude tests

· Basic skills test*

*The Kansas Department of Commerce requires that functional reading and math skill levels shall be measured using the assessment instrument of the Kansas Competency System, developed by the Comprehensive Adult Student Assessment System (CASAS).  Basic skill’s assessment is not required for those with college degrees or those that cannot otherwise be tested.
Core and intensive services are the mechanisms by the capabilities, needs and vocational potential of a participant are identified and documented, and will be used in developing a strategy for successful long-term outcomes.  Services are customer-centered, diagnostic, and detail strengths and barriers.  Assessments will contain the following information: 

· Family situation

· Work history

· Educational background

· Basic Reading and Math Levels*

· Occupational skills history

· Work and training interests

· Work attitudes and aptitudes

· Behavioral patterns and  motivation regarding work

· Employment barriers

· Financial situation

· Interest in nontraditional employment opportunities

· Supportive service needs

*Participants who score below the 8.9 grade level (a scale score of 235 or below on the CASAS Exam) should be referred to remediation to upgrade their functional basic skills.  These remediation services could be provided through WIA-funded or non-WIA-funded entities.

Core Services

The majority of Core services have no eligibility requirements, are primarily self-directed, and are available regardless of the amount or types of services the customer may have accessed previously.  Minimal staff assistance is required beyond a cursory orientation and explanation of One-Stop services.  However, for those core services requiring a more significant level of staff involvement, a formal eligibility determination must be made, and registration into the KSL database is required.

Self-directed services where no eligibility or registration is required include:
· Orientation workshop for all potential WIA registrants
· Orientation consists of the following elements:

· Client responsibilities

· Program goals

· Career research and planning

· Financial aid coordination requirements and options
· Initial outreach, intake, and orientation to the information and services available through the one-stop center and partner programs

· Search job vacancies utilizing the Kansas Job Bank

· Basic initial assessments of skill levels, aptitudes, abilities, and supportive service needs

· Informational catalogs or brochures and performance data from local eligible training providers

· Access to local, regional, and national employment/industry trends and labor market information, including information related to the skills necessary to secure an in-demand occupation

· Information about partner programs, application procedures, and eligibility requirements, where applicable

· Information on availability and application procedures for targeted supportive services

· Information and assistance with filing Unemployment Insurance (UI) claims

· Assistance with eligibility paperwork for Pell Grants, or other forms of economic assistance to finance education and training

Staff-assisted services that do require eligibility and registration include:
· Follow-up or job retention services for 12 months from the initial date of service

· Job development and placement assistance where staff is directly involved in communications between employers and job seekers

· Customized job matching or screening

One-stop personnel must maintain an ongoing record of Core services provided to the customer.  Such records should include dates, times, and description of service(s) rendered.  No formal assessments, or employment or educational plans are required at the Core services level.

To prevent duplication of services, when customers are referred for WIA-funded services by a one-stop partner agency, every effort will be made to secure all relevant information from that partner regarding the amount and types of services already provided.

In some instances, activities sponsored by a one-stop partner agency may be substantially similar to WIA-funded Core and Intensive services.  Where such similarities exist, the services provided by the partner agency will satisfy the WIA mandate regulating transition into Training services only when preceded by participation in one or more Core and Intensive services.

Intensive Services

Intensive services are available to eligible adults and dislocated workers who are unemployed, or employed and having difficulty maintaining employment that provides for economic self-sufficiency.  Intensive services are initiated only after a customer has received one or more core services—most often this will be an initial assessment, coupled with job search and placement assistance, or job referrals.  The type of core service(s) provided to the customer must be accounted for before s/he will be able to receive consideration for transition into intensive service(s).  There is no minimum timeframe that a person must participate in core services before transitioning into intensive services.  The progression into intensive services is assessment-driven, indicates that the customer has been unable to obtain or retain employment through core services alone, and therefore requires a more significant level of assistance.
Individuals participating in Intensive services must have a case file containing a formal assessment of basic reading and math levels, occupational skills and aptitudes, obstacles to employment, and potential supportive service needs.  In the event that a customer is unable to obtain or retain employment after accessing Core and Intensive services, s/he may then be considered a candidate for training services.
Intensive services include: 

· Individual career counseling and planning

· On-going case management and  individual counseling

· Comprehensive and detailed assessment of obstacles to securing or maintaining employment
· Short-term pre-vocational services
· Development of an Individual Employment Plan (IEP) containing specific action steps and service or resources to be leveraged in order to overcome employment obstacles

· Referral to partner programs or other community services where necessary or appropriate

· Out-of-area job search assistance

· Relocation expenses assistance
· Work Experience or Internships, Paid and Unpaid
Individual Employment Plan (IEP)
LA III will seek to develop and maintain an Individual Employment Plan (IEP) for every eligible/registered adult or dislocated worker participant, though it may not be the prevailing priority in every case.  The IEP will include an employment goal or target occupation (including consideration for training opportunities in nontraditional fields of employment), appropriate achievement objectives, perceived training needs, and an itemization of the appropriate combination of services for the participant based on the information collected during Core and Intensive services.
The IEP is intended to act as a service map of specific activities that will be provided to the participant.  The IEP is tied to the particular needs and interests of each participant, and to employment opportunities in the local area, or in another area in which the participant is willing to relocate.  The IEP will contain some or all of the following elements:

· Identification of occupational aptitudes and deficiencies

· Identification of educational aptitudes and deficiencies 

· Identification of occupational goals and the local employment opportunities related to these goals

· Identification of barriers to employment and educational success

· Identification of supportive service needs (including post-exit services)

· Plans to overcome barriers presented by skill deficiencies, educational deficiencies, barriers to employment and education, and supportive service needs

· Identification of appropriate WIA interventions (activities) to overcome identified deficiencies

· Plans to transition into unsubsidized employment

· Identification of participant progress while enrolled in a WIA program

· The appropriateness/inappropriateness of a student loan

· List consisting of three relatives or friends for alternate contact purposes

· Justification of participant’s enrollment into training

· Explanation of why a participant's job skills/work history are inadequate for job placement in the current labor market

· Justification of participant's current educational skills not adequate to find a good job in the existing labor market

· Justification of training activities offered by WIA which are not a duplication of skills already acquired

· Justification of support services given to the participant determined necessary and reasonable for completing the training activities
Work Experience and Internship Assignments

Work Experience and internship assignments may be paid or unpaid, in the public or private sector. Assignments are designed to increase the participant’s self-esteem and self-confidence, to expand his/her employment references, as well as to bolster work maturity skills and basic world-of-work awareness.  For adults and dislocated workers, emphasis is placed upon paid assignments.  Work Experience and Internship arrangements shall be conducted in accordance with the following general parameters:
· The length of the assignment shall be for a reasonable amount of time based upon the needs of the participant and documented within the individual’s IEP.

· Enrollments will be time-limited to 6 months or 500 hours, whichever limitation is met first.

· Participants will be paid at least the federal minimum wage (currently $5.15 per hour) or the prevailing wage for the particular occupation as verified by the employer.

· Work Site performance evaluations will be completed at the conclusion of the assignment (more frequent evaluations may be appropriate in some instances).
The Workforce Center Representative will distribute a Work Site Supervisor’s Manual and a Participant Handbook to all appropriate parties.

Determination of Pay Rate
The rate of pay (or “stipend”) for work experience or internship assignments will be at least the minimum wage (currently $5.15 per hour).  The actual stipend rate may be higher, and is to be negotiated between a Workforce Representative and the work site.  To aid in negotiations, the work site may supply a written statement documenting the typical pay rate for unsubsidized openings that are the same or similar to the work experience assignment being proposed.  That information will be compared with Kansas Median Wage statistics culled from America’s Career Information Network (ACI Net) to arrive at an actual stipend rate.  The actual stipend rate will be the lesser of the ACI Net Kansas Median Wage, or the work site’s typical entry-level pay rate for the same or similar unsubsidized position.

Workforce Center Representative Responsibilities

· Provide orientation and information to the work site supervisor, including a review of the Work Site Supervisor’s Manual.

· Monitor the work site to ensure adequate supervision and safe working conditions.

· Apprise the participant and work site personnel of Complaint/Grievance Procedures.

· Ensure accurate completion and timely submission of participant time sheets.

· Inform work site personnel of emergency procedures and Workers Compensation Coverage.

· Provide participant orientations.
· Be available for consultation with supervisor and/or the participant at the work site.
Attendance Tracking and Completion of Time Sheets

The following are guidelines to adhere to concerning the completion and processing of the participant’s time sheets:

· The supervisor and the participant must sign all time sheets to verify that the hours submitted on the time sheet are in fact true and correct.
· All time sheets must be turned in according to the pay schedule.  Unless other wise coordinated, the Workforce Center Representative will pick up the biweekly time sheets and deliver the participant’s check to the work site.  A pay schedule for FY 2000 is available through Fiscal.

· Time reflected on the time sheet must be for actual time worked only.
· Participants are not paid for rest breaks or lunch breaks, sick days, holidays or overtime.
· Time sheets must to be filled-out completely, accurately, neatly and legibly.
· Any modifications to a completed time sheet must be initialed by all original signers.
1.  Training Services

Training services are available to eligible, registered adults and dislocated workers who are unemployed, or who are employed and having difficulty maintaining employment that provides for economic self-sufficiency.  The Workforce Center Representative must provide documentation of specific actions and activities pursued under core and intensive services prior to requesting a participant’s consideration for training services.

Consideration for training services requires that the following conditions be satisfied and documented as appropriate in the participant’s case file:

· One or more core services were provided, and the individual subsequently met the eligibility requirements for registration and transition into intensive services.
· One or more intensive services were provided, one of which must have been the cooperative development of an individual employment plan (IEP).
· A Workforce Center Representative has completed an IEP containing a comprehensive assessment and evaluation of the customer’s current reading/math levels, occupational skills and aptitudes, obstacles to employment, and need for supportive services.

· The IEP identifies the necessity for training services, and contains an itemization of the impediments or barriers that are preventing the individual from obtaining or retain employment.

· Individual is unable to obtain grant assistance from other sources to pay cost of such training, including Federal Pell Grants, or requires WIA assistance in addition to other sources of grant assistance.  If an individual qualifies for Pell, generally the Pell Grant amount will be applied first. 

· Meets one or more of the criteria enumerated in the priority for services section.
· Has the skills and qualifications to successfully complete the selected training program.
· Selects a program of training that is directly linked to the employment opportunities either in the local area or in another area to which the individual is willing to relocate.
When a specific training program is selected, the Workforce Center Representative must confirm that it complies with LA III time and/or cost limitations.  LA III will coordinate the training costs with funds available under other Federal programs. Training services may be provided to an individual who otherwise meets the requirements while an application for a Federal Pell Grant is pending.  However, if the individual is awarded a Federal Pell Grant or any other type of financial assistance, this must be factored into the WIA allocation for that individual.
LA III will maximize consumer choice by providing participants with full access to the State list of eligible training providers.  The State list will include provider-specific course and program descriptions, as well as relevant performance data and job placement statistics.  Training Activities available in LA III include:

· Occupational skills training (including non-traditional employment training)

· On-the-job training

· Entrepreneurial training

· Skill upgrading and retraining

· Job readiness training

· Adult education and literacy activities combined with other training

· Customized training designed to meet the special requirements of an employer and is conducted with a commitment by an employer to employ the individual upon successful completion of the training

· Programs that combine work place training and cooperative education

· Private sector training programs

· Registered apprenticeship training
Priority for Training Services

Unemployed or employed and properly qualified adults and dislocated workers who have met necessary eligibility/registration criteria may be considered for training services.  LA III has determined that funds are limited, therefore, in compliance with section 134 (d)(4)(E) of the Act, Adult program customers receiving government assistance and other low-income individuals will be given priority for access to intensive and training services.  Individuals meeting one or more of the following conditions will receive priority access to training services under the Adult program:

· An individual who receives, or is a member of a family that receives, cash payments under a Federal, state or local income based public assistance program

· An individual who received an income (gross wages) or is a member of a family that received a total family income for the six (6) month period prior to application for the program involved (exclusive of unemployment compensation, child support payments and public assistance payments, and old age and survivors insurance benefits received under section 202 of the Social Security Act) that, in relation to family size, does not exceed the higher of (i) the poverty line, for an equivalent period or (ii) 70% of the lower living standard income level for an equivalent period

· An individual who is a member of a household that receives or has been determined within the six (6) month period prior to application for the program involved to be eligible to receive food stamps pursuant to the Food Stamp Act of 1977

· An individual who qualifies as a homeless person per section 103 (a) and ( c) of the McKinney Act

· A foster child on behalf of whom state or local government payments are being made

· An individual with a disability whose own income is at or below poverty level or 70% of the lower living standard or receives cash payments under a public assistance program, but who is a member of a family whose income does not meet such requirements.

Exception

Adult program participants who do not receive public assistance and whose household/family income exceeds the guidelines necessary to be codified as “low income” may still receive consideration for access to Training services based on the following eligibility criteria:

a) Unemployed on the date of eligibility determination, and

b) Last six (6) months individual/household income does not exceed the higher of the current Poverty guideline or 70% of the Lower Living Standard Income Level (LLSIL) guideline by more than two-hundred (200)  percent.

Should there be an excess of participants seeking Training services under the Adult Exception category, priority for services under this category will be granted to those who possess one (1) or more of the following characteristics (documentation required for each applicable characteristic):

· Disabled

· Offender

· Unemployment Insurance (UI) exhaustee

· Older worker (age fifty-five [55] and older)

· Reemployment services participant

Long-term unemployed (more than twenty-six [26] consecutive weeks)
Priority for access to training services under the WIA Dislocated Worker program will be targeted to individuals who meet the following criteria:
· Has been terminated or laid off, or who has received a notice of termination or layoff, from employment; is eligible for or has exhausted entitlement to unemployment compensation; or has been employed for a duration sufficient to demonstrate, to the appropriate entity at a one-stop center referred to in section 134(c), attachment to the workforce, but is not eligible for unemployment compensation due to insufficient earnings or having performed services for an employer that were not covered under a State unemployment compensation law; and is unlikely to return to a previous industry or occupation; or

· Has been terminated or laid off, or has received a notice of termination or layoff, from employment as a result of any permanent closure of, or any substantial layoff at, a plant, facility, or enterprise; or is employed at a facility at which the employer has made a general announcement that such facility will close within 180 days; or for purposes of eligibility to receive services other than training services described in section 134(d)(4), intensive services described in section 134(d)(3), or supportive services, is employed at a facility at which the employer has made a general announcement that such facility will close; or

· Was self-employed (including employment as a farmer, a rancher, or a fisherman) but is unemployed as a result of general economic conditions in the community in which the individual resides or because of natural disasters.  General economic conditions which have lead to the dislocation of a self-employed individual include but are not limited to, an industry-wide decline in employment figures and/or industry-specific earnings for an extended period of time, a bank action or sanction against a business(es), or closure of a business(es) upon which the self-employed individual's livelihood was directly dependent; or

· Is a discharged Veteran (under honorable circumstances); is eligible for or has exhausted entitlement to unemployment compensation; or has been employed for a duration sufficient to demonstrate, to the appropriate entity at a one-stop center referred to in section 134(c), attachment to the workforce, but is not eligible for unemployment compensation due to insufficient earnings or having performed services for an employer that were not covered under a State unemployment compensation law; and is unlikely to return to a previous industry or occupation; or

· Is a displaced homemaker (including a military spouse displaced due to a circumstance delineated above); or

· Is a surviving spouse of a military service member who meets eligibility criteria for a military spouse or displaced homemaker/military spouse delineated above.
Veterans’ Priority for Training Services
Priority access to training services will be granted to qualified Veterans, and will take precedence over any other optional or perferred priorities under the WIA Adult/Dislocated Worker programs.  This means that Veterans who fall within any of the priority categories deliniated above will receive access to training services in advance of all others who meet any of those same priority categories.
Appraisal of Customer Suitability for Training Services

In the event that a customer has been unable to obtain or retain employment through core and intensive services, and the availability of grant assistance from other sources to pay for training costs is absent or insufficient, an appraisal of the individual’s suitability for WIA training services is appropriate.  Assessing an individual’s “suitability” for training involves determining if such services are readily available, and necessary and appropriate.  Such a determination will be based upon information collected by the Workforce Center Representative during initial assessment and IEP development.  Since funds are limited, and to comply with the act as noted above, priority for access to training services will be given to low-income individuals and economically disadvantaged individuals, and recipients of public assistance.  An assessment of suitability for training will determine the following:

· The type of training services required to assist the participant to achieve her/his employment goals.
· The level or intensity of training services required to provide the necessary occupational skills.
· The individual appears to have the baseline skills and abilities to utilize the programs available from an ETP to accomplish the desired outcomes.
Individuals will be referred to other service providers to obtain prerequisite levels of skills or work readiness before engaging in WIA training activities, if such skills or preparations are necessary for successful participation in WIA-sponsored training services.

The Kansas Department of Commerce advocates testing of reading and math comprehension skills. For this reason, LA III administers the Kansas Competency System (KCS) during the assessment process. The following are elements used in the assessment process, which are made a part of every eligible applicant file:

· Name of eligible applicant

· Date of initial assessment

· A determination that indicates that the individual appears to be suitable or unsuitable for WIA training services

· When applicable, an explanation as to why the individual is unsuitable for such services

· An entry on the applicant record of referral(s) to other services (EO)

· Signature of the WIA staff person who performed the suitability assessment

An eligible applicant may be considered unsuitable for enrollment in WIA training services if one or more of the following conditions exist:

· Individual clearly does not need training services based upon assessment.
· Individual clearly lacks necessary prerequisite skills to receive reasonable training services.
· Individual cannot benefit from the training services that are available from the ETP list.
· Individual does not meet priority for services requirements necessary to access training services.
· WIA training services are utterly not available.
Targeted Occupations

The LA III Local Workforce Investment Board (LWIB), using available labor market information, identifies the occupational training curricula in the three (3) county area that will most likely lead to the development of the knowledge and skills necessary for the participant to compete in the local labor market.  Taken into account will be demand and/or growth occupations and entry wages that will foster economic self-sufficiency. 

Occupational and/or technical skills are considered necessary for most entry-level jobs and significant training and shifting of population may be necessary to meet employer needs.  Information from Kansas’ LMIS and the ACI Net web site, plus other information available through regional or national LMIS brokers specific to the Kansas City Metro Area may be used to establish and identify “in-demand” and “growth” occupations.  Businesses and business-oriented organizations such as area Chambers of Commerce and Economic Development organizations will be consulted in an effort to remain aware of various local labor market trends.  Additionally, the LWIB will be targeting certain industries and specific companies to identify unique needs.  Strong emphasis is placed on training in fields with direct links to the labor market and employment demands of the local area.  The economic conditions of the area at any given time may also impact the type and length of training services offered.

LA III uses the Kansas Competency System test scores and barriers to employment as a guide.  A four-tiered screening process will be used as a guide for the training and services to be provided to participants, i.e., referral to other community resources, basic skills remediation, occupational classroom training, OJT, and/or career awareness and job search activities.
Training Services Equal Opportunity and Nondiscrimination 

In sponsoring training services, LA III will ensure equal opportunity and equal access for all eligible individuals, and will make every effort to ensure nondiscrimination toward those with a disability and for whom reasonable accommodations can be made, as required by law.

Classroom-based Occupational Skills Training (Traditional and Nontraditional)

Classroom Training (CRT) consists of basic or advanced formal training for acquiring skills in a specific occupation.  The training is provided at WIA-approved vocational/technical institutions, high schools, proprietary schools or colleges, and upon successful completion results in the award of a certificate of completion, an associate’s degree, or a baccalaureate degree.  The training offered is targeted to local job demand as outlined in the LA III Plan.  The student must be designated by the institution as a full-time student in that course of study.  If the designation is not available from the training institution, the duration of the training will not be less than twelve (12) nor exceed forty (40) class hours per week. 
Participant Training Supplies and Services
Only training supplies and services that can be purchased through the training provider should be included on the participant’s voucher, unless AAO has authorized otherwise for a unique or exceptional circumstance.

In accordance with existing LA III Fiscal Policies and Procedures, a participant may be allowed to purchase supplies and services from somewhere other than the training provider if such supplies or services are unavailable from that provider.  The prescribed procurement process for such instances is described in the Fiscal Procedures of this manual.  

NOTE:  LA III program will not be liable for participant supplies that are purchased prior to registration into the WIA program, or before having been deemed eligible and suitable for training services.

Prerequisite Course Work

Financing of coursework that is strictly “prerequisite” and that does not count directly towards the actual certificate or degree requirements of an individual’s approved training program is generally prohibited.

Repeat Coursework
The participant is responsible for payment of all repeated classes, regardless of the circumstances.

Customer Responsibilities
The customer must complete an Occupational Research Worksheet.  In addition, the participant should make an on-site visit to the training site(s) to determine the appropriateness of the desired training and the feasibility of completing the training. 

The customer must research the costs of the training, including tuition, fees, required books, tools, and other necessary supplies, and present a detailed list of this information to the Workforce Center Representative.  The Workforce Center Representative and the participant will use this list in the assessment and subsequent planning processes.
The customer must explore her/his potential eligibility for other forms of student financial aid, to include federal Pell Grants, or other grants.
Representatives will review and discuss the participant Training Contract and associated responsibilities with the participant.  The participant must agree to abide by the provisions of said contract to receive an ITA, and must sign and date the Training Contract.

The participant in cooperation with her/his Representative must select a training program from the list of eligible training providers.  The program selected must be congruent with the targeted occupation and the training proposal enumerated in the IEP and supporting documentation.

The customer must ensure that the selected training institution returns a completed ITA form to the AAO acknowledging formal acceptance of the participant into his/her program of choice.  All completed ITA’s are subject to final review/approval by the AAO.  No ITA is considered finalized, nor can payments be issued, until AAO has provided a notification of approval to the Workforce Center Representative and the ETP in question.  If the participant selects a training provider or program that is not currently on the ETP list, immediately contact the AAO ETP coordinator to determine the appropriate course of action.
Limitations on Classroom Training (CRT)

Students may enroll in a vocational, technical, or occupational skills training program or course(s) that leads to the award of a certificate or degree in one (1) year’s duration or less.

The maximum financial assistance from WIA shall not exceed $3,000 per participant.  The LA III Regional Director or designee retains the sole authority to approve additional training expenditures based on individual needs and performance.  Any proposed exception to this limitation must be pre-approved by the AAO.  Any other financial aid that an individual is able to secure, such as a Pell Grant, will be a consideration in any such case.
WIA funding for classroom training that an individual enrolled into prior to being determined eligible for WIA registration generally is not permissible, since individuals in such a circumstance presumably have already developed a comprehensive financing plan for the training in question.  Limited exceptions to this policy may be considered on a case-by-case basis, if extraordinary or atypical circumstances exist.
An exceptional circumstance may exist if there are documented financial hardships that are placing the individual at imminent risk of being involuntarily terminated from her /his training program prior to its full completion.  The individual would have to meet all applicable eligibility guidelines and registration requirements, and would have to participate in all required service tiers.  In addition, the availability of other financial aid will directly affect the potential availability of any WIA funding.  No potential exception will be considered if the provider and the program in question are not on the statewide list of WIA eligible training providers.
Programs that lead to a Master’s degree or a Doctorate degree upon successful completion are not permissible.  There are no exceptions.

Combination/Sequential Training

The process for determining the selection of training for participants occurs between the Workforce Center Representative and the individual in the counseling environment.  The assessment process will determine the participant’s level of job readiness.  The IEP is the service map designed to address the individual’s employability needs at the point in time it was completed. When multiple needs are determined, the Workforce Center Representative may enroll the participant in more than one training activity.  Such multiple activities may run concurrently or in sequential fashion.  Other considerations such as financial resources, personal motivation, family responsibilities, training schedules and the availability of funds also play a major role in the type and number of program activities and the length of training.

Skill Upgrading and Retraining

Skill upgrade and retraining is defined as short term training for Dislocated Workers to obtain skills to enable to reenter the workforce as soon as possible.

Entrepreneurial Training

Entrepreneurial training affords an individual the opportunity to pursue and start up his/her own business.  However, due to the high degree of challenge, this training program will be highly scrutinized by the LWIB.  Much consideration will be given to those occupations that are in high demand in the local area in accordance with the Kansas Occupational Outlook 2005. 


Job Readiness Training

A Workforce Center Representative will determine if a participant is in need of job readiness training during the initial assessment and IEP development processes.  Based on individual needs, job readiness training may be purchased using an ITA, or through a contract with private or public providers.  Job readiness services may include:

· Basic Skill Workshops

· Employment Counseling

· Life Skills Training

· Organized Support Groups

· Substance Abuse Assessment and Treatment

Adult Education and Literacy Enhancement Activities

Basic Remedial or Developmental Education includes educational services for those in need of additional educational assistance to improve their general competencies and develop their readiness for skill training or work.  Basic remedial education includes preparation for a high school equivalency certificate or basic literacy skill (reading/writing) and bilingual education or English as a second language (ESL).  Basic developmental education includes non-credit courses required to prepare people for vocational or technical training such as pre-requisite courses.  In accordance with the Act, ABE will not be offered via WIA funding as a stand-alone activity.  It must be offered in conjunction with other training services.

Registered Apprenticeship Training

In LA III, apprenticeship occupations traditionally include the building and construction trades such as carpentry, plumbing and electrical work.  The manufacturing trades include tool and die makers, machinist and boilermakers.  The service trades include cooks, auto mechanics and auto body repairers.

Apprenticeship is a process through which individuals learn to become skilled journey-level workers through full time employment.  The apprenticeship program combines on-the-job training with theory taught through job-related instruction.  Apprentices are taught such job- related courses as drafting, blueprint reading, mathematics and science through vocational and trade schools or community colleges.

Current announcements of the various available apprenticeship programs are on file in the One-Stop Career Centers.  The Case Manager will refer the individual, who is interested in an apprenticeship program to the local Apprenticeship Information Coordinator.  The Apprenticeship Information Coordinator explains the application process and determines the individual’s eligibility.

LA III recognizes that there are approximately 800 Apprenticeship Programs in the employment community.  Most program sponsors require an apprentice to be 18 years of age and physically able to do the work of the trade.  LA III receives regular visits from the Federal Apprenticeship Coordinator who provides information and program enhancements or changes.  The State Coordinator also provides updates to the LA.
It should be emphasized that the LA III WIA program will sponsor only those training programs associated with occupational fields for which there is a significant demand in the local labor market area (or an area to which the customer is willing to relocate).  Training in occupational fields not currently in demand will not be sponsored.  It is also the intent of the LA III WIA program to ensure that sufficient and relevant information about eligible training providers is available so that one-stop consumers can make at informed decisions when selecting a training program.

Original time sheets will be kept on file at the LA III Administrative Office for all participants and copies maintained in the field office.  Time sheets used will depend on the component in which the participant has been placed.  For the OJT component, monthly time sheets will be used. Classroom training participants receiving support services and Work Experience participants will use biweekly time sheets. Classroom Training participants not receiving support services payments will also use monthly time sheets.  Payments will not be made for the participant's training without a current time sheet

Case Management and Training Progress
Case management responsibilities include the following:

· Monitoring adherence to the IEP and managing the flow of information between and amongst the participant, the local office, the AAO, and the ETP.
· Maintaining regular contact with the participant (minimum monthly) to keep abreast of progress and identify unexpected problems.
· Providing ongoing counseling and support to help the participant in instances of crisis or conflict with training provider.
· Acting as liaison between the individual and the training provider.

Workforce Center Representatives must meet with participants on a monthly basis, at a minimum.  This will enable the Workforce Center Representative to obtain continuous feedback regarding the participant’s class schedule, training costs, and any problems or potential problems that may negatively impact training progress.
Progress notes are maintained by the Workforce Center Representative to document the participant's progress towards meeting her/his training and employment goals.  The Workforce Center Representative also reviews the participant’s financial situation and employment barriers to see if a change in circumstances has occurred that may require additional services or supportive services to assure successful completion of training services. 

In order for training to continue, the Workforce Center Representative must continually monitor participants’ grades to ensure they are performing at a satisfactory level (i.e., grades of C or above for those attending institutions that utilize traditional 4.0 point, A, B, C, D and F, grading scales; or other acceptable performance benchmarks as defined by the provider or program in question).

If a participant receives a “D” or “F” in any class, continued participation in the training program must be reassessed by the Representative, in consultation with AAO.  A participant may be placed on placed on “probationary” status in such instances.  A participant is allowed only one probationary period.  If the participant fails to achieve satisfactory progress by the end of the probationary term, the training component may have to be terminated, barring extenuating circumstances that could explain what caused the participant’s unsatisfactory progress.
Individual Training Account (ITA) System

The ITA system, a voucher system, was created with the intent to give individuals the major responsibility and the personal decision-making power to “purchase” training services he/she selects in consultation with a Workforce Center Representative.  LA III will provide Individual Training Account (ITA) Vouchers for eligible, qualified Adults and Dislocated Workers in need of financial assistance to enable her/him to obtain the education and/or job skills necessary to gain or retain employment.

ITA’s are issued in the form of a paper “voucher” that can be personally carried to a training institution by the customer.  ITA’s may be used at any WIA-approved training institution for payment of tuition and fees, and required books, supplies or tools.  Training providers will share responsibility for tracking the authorized amount of the voucher to assure the customer does not exceed the voucher’s worth.  LA III will not provide ITA’s for repeated classes that customers previously failed while using an ITA.  The LA III KSL database is in place for the oversight and accountability of the ITA’s.  The LA III KSL database tracks customers’ eligibility status, customers’ service and training progress, the amount of the ITA funds obligated and/or expended to date, and the duration of the training activity.
ITA’s will be issued far enough in advance of the classroom training to enable the participant to have early access to books and supplies, or to attend to any unforeseen problems.  The ITA is valid for thirty (30) days from the date of issue.  ITA’s will not be issued so far in advance that cost estimates may be inaccurate or rendered obsolete, or that would negatively impact the continuity of services to the customer.

LA III will supply individuals with distinctive quality information concerning approved eligible training providers to assist them in choosing a training provider that best meets their educational needs, and employment and training goals.  The One-Stop system will also provide customers with tangible statistical data that documents the performance of all eligible training providers.  The intent is to assist customers in every way possible to make informed choices in regards to selecting a quality training provider.

Time and Cost Limitations on Individual Training Accounts (ITA’s) and Training Activities

Students may enroll in a vocational, technical, or occupational skills training program or course(s) that leads to the award of a certificate or degree in one (1) year’s duration or less (from beginning date to ending date).

In addition to the time limitation noted above, the maximum worth of an ITA Voucher used to purchase training services shall not exceed $3,000 per participant.  The LA III Regional Director or designee retains the sole and exclusive authority to approve additional training expenditures based on individual needs and performance.  Any proposed exception to this limitation must be pre-approved by the AAO.  Any other financial aid that an individual is able to secure, such as a Pell Grant, will be considered when determining the actual amount of the ITA issued by LA III.

ITA’s may be used to purchase education and job skills training for employment in one or more of the careers shown to be locally in-demand according to current information available from the Kansas Department of Labor’s Labor Market Information Services (LMIS), or through the America’s Career Information Network (ACI Net) web site.  The ITA may also be used to obtain specific skill certification leading to one of the occupations in current demand in the local labor market as determined by the LWIB.  An individual participant’s occupational training choice must be consistent with their Individual Employment Plan (IEP).

Exceptions to these time and cost limitations are generally not permissible.  Compelling justification must exist for any potential exception to receive consideration.  If extraordinary circumstances do exist in a particular case that warrant consideration for an exception to these limitations, the Representative tracking the case must contact the appropriate AAO Representative to discuss in-depth the situation being encountered.  Any exception that may ultimately be approved must be signed by the Regional Director or designee, and it will be documented in writing in the individual’s case file.

In general, any possible exceptions to the time limit noted above will provide for no more than one (1) additional year of training time to accommodate full completion of the approved program of instruction.  Exceptions to the financial cap stated above will provide for no more than $3,000 in additional funds to apply towards the approved program of instruction.  Therefore, no ITA or training activity, including exceptions, may exceed 2 years from inception to completion, and $6,000 in total WIA expenditures.
NOTE:  Any participant that is otherwise eligible and registered for WIA intensive or training services who is discovered to be in default on repayment of a Federal student loan(s) will be denied access to an ITA.

Justification for Issuing ITA Vouchers
The AAO coordinator reviews the IEP and supporting documentation to determine if there is sufficient justification for issuing an ITA for the purchase of training services.   The coordinator will sign-off on the IEP if an ITA for training is approved. 

Modification of Individual Training Accounts

The participant must obtain the costs for tuition and fees, required books and supplies, and any related costs, before enrolling into a training activity or program.  If after inception of a training program the duration or costs of the program change, an ITA Modification may be necessary and appropriate.  Any proposed ITA Modification must not exceed applicable time or cost limitations noted elsewhere in this manual.  In the event that a proposed ITA Modification might fall outside of the stated training limitations, the Workforce Center Representative must contact AAO immediately to discuss the specific circumstances being encountered, and to determine if the circumstances would warrant consideration for an exception to any applicable limitation(s).
Termination of Individual Training Accounts
An Individual Training Account may terminate when the participant completes training, after voluntary withdrawal from participation, or due to unsatisfactory progress.

Exceptions to Individual Training Accounts

There are three exceptions in which a mechanism other than an ITA may be used to finance training services.  Contracts for services can be used only under the following circumstances:

· When the services provided are on-the-job training (OJT) or customized training

· When the LWIB determines that there are an insufficient number of eligible training providers in the area to accomplish the purpose of the ITA system.  

· When the LWIB determines that there is a local program of demonstrated effectiveness offered by a local faith-based or other community organization, serving a low-income target population facing one or more of the following barriers to employment:

· Individuals with substantial language or cultural barriers

· Offenders

· Homeless individuals

· Other hard-to-serve populations as defined by the Governor
Determining Financial Need and Coordinating Other Financial Aid with Individual Training Account Vouchers

A preliminary determination of eligibility for a Federal Pell Grant should be made before a WIA participant enrolls in a particular school or training program.  All available sources of funds (excluding loans) should be considered in determining an individual's overall need for WIA funds. The WIA Representative should work with the participant to calculate the total amount of funding available from all sources and the total amount of training and supportive services costs necessary for the participant to cover the student's education expenses for the total period of enrollment. 

WIA Section 134(d)(4)(B)(ii) permits a participant to enroll in training paid by WIA funds while a Federal Pell Grant application is pending. Withholding a Federal Pell Grant from a student because WIA has already paid the training expense is prohibited by the U.S. Department of Education. However, the training provider must reimburse the LA III if both funding sources eventually pay (or paid) the same costs for the participant.

Coordinating and sequencing WIA funds with other available funds will be determined on a case-by-case basis.  However, in general, LA III will require that Federal Pell Grants and other grant funds or loans be used for tuition, fees, and books, or supportive service costs, before WIA funds are used.  In all cases, LA III will observe the WIA prohibition on duplicating payments made with WIA funds versus other sources of financial assistance.

An example for determining WIA financial contributions where other aid is available is as follows:
The individual has a tuition cost of $1,000 and other education related expenses of $2,000.  The individual is eligible to receive a $2,000 Federal Pell Grant.  Two, of several, options may be possible: 

· WIA may be used to pay the tuition and the Federal Pell Grant may be used entirely for the other education related expenses. 

· WIA may pay a portion of the tuition and provide supportive services. The Federal Pell Grant may be used to pay the remainder of the tuition and other education related expenses that are not paid under supportive services by WIA. 

The Free Application for Student Financial Aid (FAFSA) is available at all one-stop centers.  The Federal Pell Grant program uses the following figures to calculate eligibility and the amount of assistance:

Student Report of Expected Family Contribution (EFC) on the FAFSA. This is the amount the student and family are expected to contribute to the student's education. This is based on dependency status, family size, income, assets, expenses, and the number of family members enrolled in undergraduate, post-secondary education or training.

Cost of Attendance (COA) is an estimate of a student's education expenses for the total period of enrollment. These expenses include such things as:

· Tuition and fees;

· Books and supplies;

· Room and board;

· Personal expenses (such as clothing, laundry, and recreation);

· Transportation; and

· Miscellaneous expenses (such as childcare and special costs for students who are disabled). 

For WIA purposes, a student's unmet financial need is equal to the Cost of Attendance, minus Expected Family Contribution, minus Federal Pell Grant eligibility, minus financial aid from other sources. The total amount of financial assistance a student may receive must not exceed the unmet financial need. 

The calculation is as follows:

· $00.00 Cost of Attendance

· (-) minus
$00.00 Expected Family Contribution

· (-) minus 
$00.00 Federal Pell Grant eligibility

· (-) minus 
$00.00 Financial aid from other sources

· $00.00 Unmet Financial Need 

Training Provider Certification Process

Overview

The Workforce Investment Act (WIA) emphasizes informed customer choice, system performance, and continuous improvement. The Local Workforce Investment Board (LWIB), in partnership with the Kansas Department of Commerce (“Commerce”), identifies training providers whose performance qualifies them to receive WIA funds to train adults and dislocated workers. WIA section 122 requires the Governor to establish a policy for determining eligible training providers. 

Identification of Eligible Training Providers (ETP)
Eligible providers of programs of training services are defined as: 

· Post-secondary educational institutions that are eligible to receive Federal funds under title IV of the Higher Education Act (HEA) of 1965 (20 U.S.C. 1070 et seq.); and provide a program that leads to an associate degree, baccalaureate degree, or certificate; 

· Entities that carry out programs under the National Apprenticeship Act; and

· Other public or private providers, including faith-based providers, of a program of training services.

A program of training services is defined as: 

· One or more courses or classes that, upon successful completion, lead to a certificate, an associate degree, baccalaureate degree, or a competency or skill recognized by employers; or

· A training regimen that provides individuals with additional skills or competencies generally recognized by employers.

A program of training services must be directly linked to occupations in demand in the local area, or in another area to which a participant is willing to relocate. If a program of training services is not directly linked to an occupation in demand, the LWIB may choose to approve training services for occupations in sectors of the economy that have a high potential for sustained demand or growth in the local area. 

Exceptions to the Kansas Training Provider Certification System

On-the Job Training and Customized Training Providers 

Providers of on-the-job training (OJT) and customized training are not subject to the Kansas Training Provider Certification System. In order to provide information to customers, the local area One-Stop operator shall accomplish the following: 
· Identify eligible providers of OJT and customized training; 

· Collect performance information; 

· Determine whether the providers meet WIA performance criteria; and 

· Disseminate performance information through the One-Stop service delivery system.

Suggested performance information for OJT training providers includes: 

· Wage at completion of training; 

· Percentage of persons completing program who obtained unsubsidized employment in the industry/occupation in which they were trained; and 

· Percentage of persons completing program who obtained unsubsidized employment in the industry/occupation in which they were trained and who are employed at six months.

· Suggested performance information for customized training providers includes: 

· Entry wage of persons completing program who obtain unsubsidized employment in the industry/occupation for which training was delivered; 

· Number of trainees/students by industry/occupation; 

· Percentage of persons completing program; 

· Percentage of persons completing program who obtain unsubsidized employment in the industry/occupation for which training was delivered; and 

· Percentage of persons completing program who obtain unsubsidized employment in the industry/occupation in which they were trained and who are employed at six (6) months.

Application Process

Satellite training programs must apply and provide performance data for their distinctive programs. Data may not be combined with, or application made as part of, the primary program for which they serve as a satellite. 

For HEA and/or National Apprenticeship Act eligible training providers the LWIB will review applications received, assure that the providers meet the requirements of WIA, and will forward approved programs to COMMERCE for inclusion on the Eligible Provider List. 

Other public or private providers of a program of training services must provide the following information to the LWIB: 

· Name, mailing address, and physical address of the training facility; 

· Name of the program(s) of training services submitted for possible WIA funding; 

· Brief description of each program of training services; 

· Total hours of instruction associated with each program of training services; 

· Cost of each program of training services (including tuition, fees, books, and any required tools, uniforms, equipment or supplies); 

· Information on whether students in the program(s) are eligible for Title IV of the Higher Education Act funding (e.g., Pell Grant); 

· Any additional information required by the LWIB; and 

· Verifiable performance information, or appropriate portion of performance information, for each program of training services as follows: 

· Program completion rates for all individuals participating in the program(s);

· Percentage of all individuals participating in the program(s) who obtained unsubsidized employment; and

· Wages when placed in employment for all individuals participating in the program(s).

NOTE: If the required performance information is not available or not verifiable the LWIB may request a provider submit an electronic record to Commerce consisting of training participant names, social security numbers and dates completed (or left) training. This will be matched against the Unemployment Insurance (UI) Wage Records to secure performance information. The information must be provided in a format specified by Commerce.  Participants within the performance pool must have completed or ended training at least five (5) months prior to submission of the records. Such data will be provided on a cost recovery basis, with the expense borne by the provider. If the provider fails to submit the information, the application will be denied.

Assurances of Non-Discrimination

All eligible training providers must assure they will comply fully with all non-discrimination and equal opportunity provisions of the laws listed below.  Failure of a provider to complete an initial application containing these assurances is grounds for excluding the provider from the list of eligible training providers: 

· 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 based on 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;

· The Age Discrimination Act of 1975, as amended, which prohibits Discrimination based on age;

· Title IX of the Education Amendments of 1972, as amended, which prohibits discrimination based on sex in educational programs; 

· The Kansas Act Against Discrimination (KSA 44-1001 et seq.);

· 29 CFR part 37 and all other regulations implementing the laws listed above. This assurance applies to the grant applicant's operation of the WIA Title I-financially assisted program or activity, and to all agreements the grant applicant makes to carry out the WIA Title I-financially assisted program or activity. The grant applicant understands that the United States has the right to seek judicial enforcement of this assurance.

Timeline

Applications for initial eligibility shall be submitted to the LWIB in each local area in which the provider desires to provide training.  Applications will be accepted throughout the year.  During the review period, the LWIB or its designated Representative(s) may, as determined reasonable by the LWIB, make an on-site visit to the training provider program sites for the purpose of confirming initial application information.  The LWIB shall provide a written determination of acceptance or denial to the applying entity within thirty (30) calendar days of the receipt of the initial eligibility application.  The LWIB shall forward approved applications to Commerce.
For applications from HEA and/or National Apprenticeship Act eligible training providers, the LWIB approval is the final decision, and the eligible training provider's program(s) will be placed on the State Eligible Training Provider List. COMMERCE will notify the LWIB once the training provider is on the list. For applications from other public and private providers of a program of training services, COMMERCE must verify the performance data. COMMERCE will provide a written determination of acceptance or denial to the applying entity and the LWIB within thirty (30) calendar days of the receipt of the LWIB-approved application. 

Subsequent Eligibility Determination

All providers of programs of training services are subject to the following policies in order to continue to be eligible to receive WIA funds for the provision of training services.  An annual eligibility determination must be conducted to include a review of program-specific performance and cost information as well as a review of actual performance compared to performance levels established by the Governor. 

The training provider must submit the verifiable program-specific performance information listed below for each program to be considered for continued eligibility.  The following is program-specific performance information that must be submitted for all individuals participating in the program: 

· Program completion rates; 

· Percentage who obtained unsubsidized employment; and 

· Average wage at placement in employment.

The following is program-specific performance information that must be submitted for WIA participants in the program: 

· Percentage that have completed the program and are placed in unsubsidized employment; 

· Retention rates in unsubsidized employment of participants who completed the program, six (6) months after the first day of the employment; 

· Average wages received by participants who completed the program, six (6) months after the first day of the employment; 

· 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; and 

· Program costs (e.g., tuition, fees, books, supplies, and tools) for each program.

NOTE: The LWIB and Commerce may accept program-specific performance information consistent with the requirements for eligibility under the HEA for purposes of enabling the provider to fulfill the requirements for subsequent eligibility determination if the information is substantially similar to the information required. Subject to State 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 Commerce. LWIB policy shall determine which elements of program cost, other than tuition and fees, may be covered by an Individual Training Account. None of the costs may include the cost of accommodating a qualified student with a disability (i.e. deaf interpreter, Braille, note-taker, etc.)

Distance Learning and Web-Based or On-Line Training

The LA III WIB has adopted additional eligibility criteria specific to service or training providers whose sole or primary mode of delivering course instruction is exclusively or in part via distance learning arrangements, and/or using Internet or on-line mechanisms.  These additional criteria are as follows:
· The provider and any programs submitted for review must be WIA approved in the state in which their primary or central base of operations is located.

· On-line and distance learning training providers must like all traditional institutions submit an application for, and provide performance data specific to, each and every distinctive program of training services they wish to make available to WIA consumers.

· Program-specific performance data may not be combined with, or be submitted as part of, any “on-ground,” regularly scheduled institutional program with which the on-line or distance program may be affiliated or associated.  The statistical information submitted must be exclusive to the on-line or distance learning participant universe.

· The curriculum or instruction delivery software or mechanism must be ADA compliant.  

· Preference is given to programs whose curriculum is delivered via the “WebCT” or “Blackboard” software platforms.  However, recognizing that advances in technology occur rapidly and continually, alternative platforms may be considered, but only if they share similar features and functionality that are comparable to these platforms.

· Individual training program(s) must have pre-established time limitations for completion, or clearly articulated beginning and ending dates.  Open-ended or self-paced programs will not be considered.

· An instructor or program facilitator must centrally control access to the training program(s).  The instructor or facilitator must also possess centralized control over access to mandatory performance tests or examinations.

· Programs must offer time-tracking features to document individual attendance or frequency and duration of participation.

· The curriculum must be competency-based, with mandatory testing requirements to objectively measure and document participant progress. 

· There must be enrollment limitations to ensure student-to-teacher ratios that are conducive to success.  Preference is given to programs whose student-to-teacher ratio does not exceed 16 to 1.

· The provider should offer a “participant profile” that describes the minimum skill levels, competencies and aptitudes an individual should ideally possess in order improve chances for success in a given program.  Such a profile will assist in averting inappropriate enrollments that may undermine participant success, or negatively affect the provider’s ability to meet minimum performance standards.

· Programs should offer a demonstration web site or allow “guest” log-in capabilities so that prospective students can review the user environment and sample the curriculum prior to formal enrollment.

· Programs should feature tests/examinations administered at regularly scheduled intervals throughout the training program, rather than on a one-time basis at or near the conclusion of the program or component.

· Programs will ideally be “web-centric,” and contain an on-ground component.  At the very least, a program that has a stand-alone “on-ground” equivalent is strongly preferred.

· In addition to on-line technical support, the program should also offer telephone support for instances when program participants need more individualized, one-on-one assistance.

Performance Standards Adoption

The LWIB shall annually adopt its performance standards within thirty (30) calendar days of the Governor's action to establish the State performance standards. LWIB performance standards must meet or exceed the State standards adopted by the Governor. The base line State Performance Measures are included as Attachment A.

Timelines

When a training provider is certified, Commerce will assign an expiration date. Subsequent certification will be done biannually, once at July 31, and another at January 31. If a provider applies between these dates, they will have until the next cycle after their one year expires to apply. This may not to exceed 18 months total on the initial eligible list. Twenty-one (21) calendar days prior to the expiration date of a training program, the LWIB must provide Commerce with an update of the approved training provider list. This requires the LWIB to establish a re-certification process for training providers. Failure to apply for re-certification will result in the expiration of the current certification and the training provider will be removed from the State Eligible Provider List. 

The LWIB shall provide to the eligible training provider a written determination of acceptance or denial for continued eligibility within thirty (30) calendar days of the receipt of verifiable program-specific information. During the review period, the LWIB or its designated Representative(s) may, as determined reasonable by the LWIB, make an on-site visit to the training provider program sites for the purpose of confirming information. The LWIB shall forward to Commerce those eligible training providers approved for continued eligibility. Commerce must verify the performance data provided for continued eligibility. Commerce will provide a written determination of acceptance or denial to the applying entity and the LWIB within thirty (30) calendar days of the receipt of verification. 

Eligibility Considerations 
In making determinations of subsequent eligibility, the LWIB must take into account the following: 

· Specific economic, geographic, and demographic factors in the local area(s) in which the provider seeking eligibility is located; and 

· Characteristics of the population served by the provider, including the demonstrated difficulties in serving certain population, if applicable; and 

· Additional factors the LWIB may consider.

NOTE: Additional factors the LWIB may consider in making determinations of subsequent eligibility may include, but are not limited to the following: 

· Current and projected occupational demand within the local area; 

· Performance of a provider, including the extent to which the annual standards of performance established by the LWIB have been achieved; 

· Cost of training services; 

· Involvement of employers in the establishment of skill requirements for the training program; and 

· Feedback from employers who employ individuals who recently completed training to verify that the training provider produced the expected skills; 

· Number of individuals considered in calculated percentages for performance measures; and 

· Requiring enhancements to programs or courses to meet local industry needs as a contingency for subsequent eligibility.

Denials and Appeals

LWIB Denial

When an LWIB determines that a training provider's application for a specific program does not meet the eligibility requirements set forth in WIA or State/local policy, the LWIB shall issue a denial within thirty (30) working days. A separate denial notice will be issued for each training program denied and shall comply with the following requirements: 

· 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; 

· Indicate the "date mailed" on the denial notice; 

· Identify the program that was denied; 

· Describe the specific reason for the denial; and 

· Inform the training provider of the appeal process as outlined below.

LWIB policy shall determine the circumstances under which reconsideration may be afforded to a provider denied initial eligibility determination. An entity whose initial application for certification is denied may reapply no sooner than six (6) months after the written notice of denial. 

State Denial

Upon receipt of the LWIB's training provider list, and after appropriate evaluation of such lists, Commerce shall issue a determination within ten (10) working days denying or removing any training program from the State Eligible Provider List. A separate denial notice will be issued for each training program denied and shall comply with the requirements as outlined above for the LWIB. 

Process

The training provider has ten (10) working days from the mailing date of a denial notice to file an appeal to the originator of the notice (LWIB or State). The request for appeal must clearly indicate that the training provider wants to appeal the denial, and identify the training program being denied. The request for appeal must be submitted in writing, signed, and must include a factual basis for the appeal. The originator of the notice (LWIB or State) will review the request for appeal and, based on the review, may reverse their original 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. This initial process will be referred to as an "administrative reconsideration" and must be completed within ten (10) working days of the receipt of request for appeal. 

If the LWIB reverses a prior decision, the LWIB will forward a copy of the appeal to Commerce with a request that the training program be included on the State Eligible Provider List. The LWIB will notify the training entity in writing that they have reversed their original decision and forwarded the request to COMMERCE. If Commerce reverses a prior decision, Commerce will notify both the LWIB and the training provider of the reversal and will follow appropriate procedures to include the training provider on the State Eligible Provider List. 
If, after the review process, the LWIB or State does not reverse their original decision, they must forward the appeal to the Designated Hearing Officer within five (5) working days of the decision to deny the appeal. The appeal should be sent to the following individual who will forward the appeal to the Designated Hearing Officer: 


Kansas Department of Commerce 
Attn. Armand Corpolongo
1000 SW Jackson, Ste. 100
Topeka, KS 66612-1354

The Designated Hearing Officer will conduct a hearing at which the training provider and party denying the training request (LWIB or State) will be allowed to present their cases. 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 party denying the training request (LWIB or State), as well as other interested parties. 

If the Designated Hearing Officer does not reverse the denial, the decision is final. If the Designated Hearing Officer reverses the denial, the party denying the training request (LWIB or State) will comply with the decision within ten (10) working days of receipt of written decision from Designated Hearing Officer. Procedures outlined in this policy will be followed for notifying the training provider and including the training program on the State Eligible Provider List. 

Commerce will publish the program, performance and cost information of each program receiving eligibility certification within thirty (30) days of submission and verification of that information. Commerce shall compile a State Eligible Service Provider List from all the local areas and disseminate such list, and the performance information and program cost information, through the One-Stop service delivery system. This list shall be made widely available to participants in employment and training activities and other customers. 

Fraud

If, after consultation with an LWIB, Commerce determines that a provider, or an individual providing information on behalf of the provider, has intentionally supplied inaccurate information, Commerce shall terminate the eligibility of the provider to receive funds for training services for a period of not less than two (2) years. Commerce will remove training providers from a list if it is determined that the training provider has committed fraud or has violated applicable state or federal law, including the nondiscrimination and equal opportunity provision of WIA and other laws identified in the Assurances identified in this policy. 

State of Kansas Performance Standards
	State Performance Measures

	Performance Measures for all individuals in the Training Program
	Minimum Levels

	Completion rates for all individuals who participated in the training program 
	60%

	Percentage of all individuals who participated in the training program 
(whether they completed or not) who obtained unsubsidized employment 
	60%

	Average wage at placement of all individuals who participated in the training program (whether they completed or not)
	120% of federal minimum wage


	Performance Measures for WIA Participants in the Training Program
	Minimum Levels

	Percentage of WIA participants who completed the program who
obtained unsubsidized employment
	50%

	Percentage of WIA participants who completed the program who retained unsubsidized employment 
longer than six (6) months from the first date of employment
	45%

	Average wages after six (6) months of employment from the first date of employment for those 
WIA participants who completed the program
	120% of federal minimum wage

	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 training program 
	45%


2.  On-the-Job Training (OJT) and Customized Training

On-the-Job Training (OJT) may be provided to eligible WIA participants.  The participant must demonstrate a need for OJT during formulation and development of the Individual Employment Plan.  OJT is a training option meant to be conducted in occupations that require 1) a significant amount of hands-on, occupational specific skills training, and 2) are directly linked to in-demand occupations in the local area.  OJT agreements are not intended to be subsidized employment for entry level occupations that require minimal hands-on training.  OJT is only appropriate for the length of time necessary to become acclimated to the job specific skills tied to a particular occupation.  Each training opportunity should be tailored to meet the specific training needs of a participant and the host company.

Enrollment into an OJT activity will be made based upon assessment of the participant’s work history, current occupational skill base, and incorporated into an Individual Employment Plan (IEP).  The assessment process should go beyond a mere listing of previous job titles and/or training courses and include exploration of tasks performed, tool or machinery operation proficiencies, and concepts or techniques acquired and utilized.  The purpose of the assessment is to document a need for OJT and whether there will be a duplication of the skills to be acquired.
OJT proposals involving participants who possess significant previous work experience in the same or similar occupation, or proposals for in-place, upgrade training with the participant’s current employer, will be highly scrutinized.  Participants will not be enrolled unless there are substantial and demonstrable differences between previous work experience and the OJT proposal.  The Workforce Center Representative will document within the training outline and the participant's file that the OJT skills are different, of greater difficulty, unique to the new job, and necessary to perform the new job tasks.
The new skills to be acquired by the participant will ideally possess a significant degree of transferability, will enhance his/her overall employability, and will broaden her/his employment opportunities in the local labor market.  The training shall be in accordance with the terms of any collective bargaining agreement that may apply.  Union concurrence will be included as part of the OJT agreement.

The goal for all OJT contracts is for the participant to secure and retain permanent, full-time unsubsidized employment with the host company/employer at the end of the OJT contract period.  The host company/employer shall share and agree to this same goal.

OJT assignments should be promoted in occupations reflecting local labor market or industry needs, and they should directly benefit the career development of the participant.  OJT contracts can be implemented in the public or private sector, however, public sector contracts will not exceed the overall public sector employment in the area.

OJT for adults should not be less than twenty-five (25) hours per week or more than forty (40) hours per week.  Disabled persons, a person with specific needs to work fewer hours or older workers may be exempt from the general rule, upon approval of the Regional Director or designee.

No OJT contract may be written if the contract violates local conflict of interest policies adopted by the One-Stop Operator, or a One-Stop partner or partner program, or the LWIB.  In particular, OJT contracts that involve a host company/employer and/or a participant that are immediate or extended family members, whether by blood, marriage, or adoption, are not be permissible.
No participant should be placed on more than two (2) OJT’s.  A second OJT is allowable only with Regional Director or designee approval, and will be determined on a case-by-case basis.  Justification for a second OJT contract must be specifically documented (e.g., laid-off, fired, inappropriate job training match, company closing, etc.).
As circumstance may warrant, and with the approval of the Regional Director or designee, a participant may be eligible for limited Classroom Training (CRT) in addition to the OJT activity.  Conversely, participants who have completed classroom training may transition into a short-term OJT position.  Such cases will be allowed only where significant and compelling justification exists.  Sequential or concurrent OJT/CRT enrollments will be allowed only where there is a clear indication that skills critical to the performance of a specific occupation cannot be acquired through a single mode of training, or where the participant fails to meet minimum qualifications for the occupation in question.

Any potential host company/employer must be able to satisfy the following general conditions prior to the commencement of OJT contract negotiations:

· The participant cannot be a previous employee

· The host company/employer cannot have had any layoffs in the past twelve (12) months 

· There must be no less than three (3) permanent full time employees for each OJT trainee 

· The host company/employer is required to have a grievance procedure and shall follow such procedures in matters related to the OJT participant.  If the employer does not have a procedure, the employer must agree to follow the procedure developed by LA III

· The host company/employer must provide Worker’s Compensation coverage

· The host company/employer must contribute to Unemployment Insurance

· No current employee(s) may be displaced, have their hours reduced, or be denied a promotional opportunity as a result of entering into an OJT contract

· There cannot be any employee(s) that previously occupied the OJT position currently in a “lay-off” or “furlough status”  

The relationship between the host company/employer and the OJT participant should mirror that of any other employee in regards to working conditions, wage increases, and fringe benefits (i.e., health insurance, sick leave benefits, paid vacation, paid holidays, etc.).  However, reimbursements from LA III to the employer are based solely on actual hours worked.  LA III will make no contributions, financial or otherwise, to the participant’s fringe benefit package.

a) Determination of OJT Reimbursement Rate

The percentage of reimbursement to the employer will be determined based upon consideration of the following factors:  SVP level of the occupation, previous work experience possessed by the trainee, skill levels and skill gaps presented by the trainee, the number and nature of barriers to employment faced by the trainee, information in the individual’s IEP, the relative size and/or financial resources available to the employer in question, and the proposed starting wage for the OJT position in question.

No OJT contract may be negotiated with a host company/employer that exceeds 50% of the wages paid by the employer.  The level of reimbursement is determined based upon assessment of the trainee’s skill levels, aptitudes, and past work experience, and consideration of the degree of difficulty assigned to the job-specific tasks associated with the occupation in question.  Since LA III believes that participants are entitled to the same benefits that other employees of the company have, all usual and customary wage increases will also be covered by the OJT contract.  An OJT contract can only be written with employers that agree to retain the participant at the end of the training period, provided that the participant achieved satisfactory or better job performance evaluations during the training period.
The Workforce Center Representative responsible for negotiating the OJT contract shall negotiate the training outline based on the participant's past work experience and the skills acquired through education and other learning environments.  The negotiation shall also include the employer's description of the job as listed in the OJT agreement, the skills required to perform the job, an appraisal of the skills the participant already possesses, and the new skills the participant will acquire during the OJT activity.

b) Length of OJT Contracts
The maximum duration for which payment of WIA funds may be made to an OJT host company/employer for a participant is based on a system of limitations to help differentiate between the lengths of time required to train workers for simple tasks as compared to more complex tasks.  The Workforce Center Representative will determine the duration of an OJT by use of the Department of Labor's Specific Vocational Preparation (SVP) estimates for occupations in the Dictionary of Occupational Titles.  The SVP numbers, based on the complexity of a job, range from one (1) through six (6) and indicate a time span normally required to learn a job through education, on-the-job training, or a combination of both.  The lower the number, the shorter the time frame to learn a specific occupation.
Workforce Center Representative will collaborate with the employer to negotiate the duration of training within the parameters of the SVP coding system.  Consideration is also given to the skills a person may already possess and how this should impact the length of training.  LA III recognizes that the employer and/or employee will be responsible for any additional time needed to learn the job.

	SVP Code
	Duration of Training

	1 or 2
	Not to be contracted

	3
	6 ‑ 13 weeks

	4
	13 ‑ 20 weeks

	5
	20 - 26 weeks

	6
	26 weeks maximum


Training generally will last between six (6) and twenty-six (26) weeks.  LWIB policies limit the use of WIA funds for OJT to no more than twenty-six (26) weeks.  Extension of the training periods for SVP Code’s 3, 4, 5 or 6 may be granted for participants with special needs.  Where such special needs exist, the period of reimbursement may be extended beyond the maximum parameters outlined above, provided that the total training hours do not exceed the following limits:

· SVP 3: no more than 520 hours

· SVP 4: no more than 800 hours

· SVP 5 and 6: no more that 1,040 hours

Contracts that comply with the categories above will be negotiated between the Workforce Center Representative and the employer.

c) Collecting and Disseminating Information on OJT and Customized Training Providers
Performance information specific to OJT and Customized Training activities will be tracked using direct follow-up with trainees and employers, and through UI Wage Records.  Aggregate performance data will be disseminated through the One-Stop Centers via electronic and/or hard copy document mechanisms.

d) Pattern of Failure

The granting of further agreements to existing OJT host companies/employers will be based on the performance of that employer as it relates to previous OJT contracts, and to current laws and policies.  LA III reserves the right and authority to deny OJT contracts to a host company/employer who has not demonstrated acceptable performance outcomes.  
OJT agreements generally will not be written with host companies/employers who have exhibited a pattern of failure in providing OJT participants with continued, long-term employment.  Any one of the following characteristics or occurrences would demonstrate a “pattern of failure:”
· Terminated two (2) or more participants within thirty (30) days of the end of their OJT contract period for reasons other than those that apply to regular employees.

· Had two (2) or more participants who failed to complete contracts due to discharge by the employer, or by the participant quitting, because of conflicts between the employer and the participant.

· The work site has been determined to be unsuitable for WIA participants due to adverse employer/employee relations or working conditions.

· There is a participant retention level below 80%.
e) Self-Sufficient Wage and OJT for Employed Workers

 OJT proposals involving participants who possess significant previous work experience in the same or similar occupation will be highly scrutinized.  Proposals for in-place, upgrade training for an incumbent participant with her/his current employer is limited to instances where the incumbent is not currently earning a self-sufficient wage.  A self-sufficient wage is one that at a minimum is equivalent to the current LLSIL.

The minimum entry wage for any OJT proposal will be no less than $7.50 per hour.  Jobs that pay on a commission, incentive or a piece-rate basis will not be contracted.

Reverse Referral

A company must notify a Workforce Center Representative and request a list of possible referrals from the LA’s applicant/participant pool prior to making a hiring decision.  The Workforce Center Representative will review current participants and eligible applicants’ skills, abilities, aptitudes, and interests to determine if a potential match exists.  The Representative may then make appropriate referrals.  Referrals originating from a particular company may be considered for an OJT agreement only if the participant's assessments and Individual Employment Plan document that an OJT would be a necessary and appropriate training activity.

On-the-Job Training – Economic Development

OJT for Economic Development is on-site, industry-specific and in support of industrial or economic development.  OJT for Economic Development must meet the same requirements as the OJT outlined above.

After all training and contractual details are agreed upon, an LA III OJT agreement and all attachments must be completed and signed by the Workforce Center Representative and the host company/employer.  The following information must be completed prior to submission to AAO for final review and approval.  Be sure to note that several pages within the OJT agreement packet require the signature of the employer or employer’s designee (*), and/or an AAO signature (**), and/or the participant’s signature (***).  
On-the-Job-Training Contract Contents:

· Contract Information

· Employer Information

· Contract Provisions

· Contract Signatures*, **

· Attachment A—OJT Training Outline***

· Attachment B—Statement of Re-contracting, SVP Levels**, Reverse Referrals* 

· Attachment C—Statement of Organized Labor Commitment, Consultation, and Concurrence*

· Attachment D—Certificate of Debarment and Suspension*
Customized Training
Customized training is formal training provided by an institution and/or a private sector entity that is designed to meet specific needs of a particular business or group of businesses.  In all cases, the business(es) will assume responsibility for at least 50% of the overall training costs.  Customized training is conducted with a commitment by the business(es) to permanently hire (or retain) the trainees upon successful completion of the training.

Customized training for eligible employed or incumbent workers will be limited to those instances where the individual in question is not earning a self-sufficient wage.  A self-sufficient wage is one that produces an annual individual/family income that will meet or exceed the current LLSIL.

Other appropriate purposes for entering into customized training agreements involving incumbent workers includes situations in which new production or service procedures will be introduced, or where the training will upgrade the incumbent(s) into new jobs that require additional or expanded skill levels, or that will demonstrably heighten general workplace literacy.
Incumbent Worker Training

Local Area III will seek appropriate opportunities to engage in incumbent worker training projects under waiver authority granted to the State of Kansas and its Local Workforce Investment Areas by the U. S. Department of Labor for Program Years 2005 and 2006 (ending July 1, 2007).  Incumbent worker training programs will be administered and delivered in strict accordance with the Kansas Department of Commerce, Business Development Division policy #3-01-00, which by this reference is fully adopted and incorporated into the Local Area’s strategic plan, and policies and procedures manual.

Definition of Incumbent Worker

“Incumbent workers” are currently employed workers in need of training to increase earnings, maintain competitive skills or to upgrade their skills in order to avert a layoff, and/or to keep their employers competitive.  Such training will foster job retention and career development for improved economic self-sufficiency of the incumbent workers, especially those most vulnerable to job loss, and increase the capacity of the employer(s) to access and retain skilled workers.

The terms "incumbent worker" and "employed worker" both refer to individuals who are currently employed.  However, there is a crucial distinction between the two:

· An “employed worker” is an individual who is employed but is not earning a self-sufficient wage, i.e., one that pays at least one-hundred percent (100%) of the LLSIL, relative to her/his family size.  

Employed workers must meet economic eligibility criteria and must satisfy program suitability requirements that regulate access to services and govern transition through Core, Intensive and Training service tiers.

· An “incumbent worker” is an individual worker or group of workers who may or may not be earning self-sufficient wages, and who would be served using local set-aside funds (not to exceed ten (10%) percent) for the express purpose of improving occupational skill levels for the benefit of the worker(s) and/or employer (Note:  excludes those employed by a temporary agency or staffing firm).

Economic eligibility criteria and program suitability requirements do not apply to incumbent worker programs – individual participants need not be deemed in need of training to obtain or retain employment that leads to self-sufficiency in order to participate in an incumbent worker project.

Eligibility and transition requirements that regulate movement through Core, Intensive and Training service tiers likewise do not apply to incumbent worker programs.

Allowable Training Activities

Training within incumbent worker projects is industry- and/or company-specific, and provides technical and occupational skills upgrades.  Training activities may include:

· Customized occupational training designed to meet the special requirements of an employer (including a group of employers) conducted with a commitment by the employer to continue to employ an individual upon successful completion of the training.

· Customized on-the-job training relating to the introduction of new technologies, introduction to new production or service procedures, or upgrading to new jobs requiring additional skills.  Please refer to additional standards applicable to Incumbent Worker training under on-the-job training and customized training policies and procedures found elsewhere in this manual.

· Any combination of on-the-job training and classroom instruction necessary to provide the worker(s) with the skills necessary to perform a job or to upgrade their skills.

Other Considerations

· Local Area III may, at its discretion, request specific documentation of financial stability to assure the present and continued viability of a business seeking to implement an incumbent worker project.  Such documentation may include, but is not limited to, an independent audit report, annual corporate report, or other financial statements covering the last (or most recent available) twelve (12) months.

· A business that experienced a layoff(s) in the past two (2) calendar years may be deemed an unsuitable partner for an incumbent worker project.  However, Area III recognizes that a business in such a circumstance could derive great benefit from an incumbent worker training project, and therefore may grant exceptions on a case-by-case basis.

· Employees targeted for participation in an incumbent worker project need not be employed full-time at the inception of the project; however, the project goals must include a plan for transitioning those participants that are less than full-time into full-time status by the conclusion of the project timeline.
· Local Area III will not enter into incumbent worker projects that do not offer a reasonable expectation that all applicable WIA performance standards can be achieved, especially with respect to post-participation earnings increases and/or the attainment of industry-recognized occupational skills or related credentials.
Workplace and Cooperative Educational Training

LA III will work with local schools and employers to foster an work/educational component in the form of internships.  In LA III, such internship programs already exist at the Area Technical School (ATS) and at the Kansas City Kansas Community College.  

Training Request File Submission Deadlines

All training proposals and associated documents, must be submitted to AAO by twelve noon, no less than three days prior to the scheduled begin date of the training activity or program.  Original copies of all required paperwork must be forwarded to the AAO.  Photocopies are retained for the Local Office participant file.

Administrative Review

AAO completes the process by reviewing all relevant documentation and information obtained during intake, assessment and throughout the development of the IEP, to determine if the participant’s request for training should be approved.  The Workforce Center Representative may also seek administrative guidance if problems arise which could adversely affect the participant’s success in training.
Participation and Attendance Tracking

The AAO and Workforce Center Representatives will track the attendance of each participant and follow the attendance policies of the institution or the employer where the participant has been placed.

Original time sheets will be kept on file at the AAO for all participants and copies maintained in the field office.  Time sheets used will depend on the component in which the participant has been placed.  For an OJT component, monthly time sheets will be used.  Classroom training participants receiving support services and Work Experience participants will use biweekly time sheets.  Classroom Training participants not receiving support services payments will use a monthly attendance sheet.  Payments will not be made for the participant's training without a current time sheet.
3.  Miscellaneous Youth Services – Policies/Procedures

Case Management

Case Management Process is as follows:

· Complete the initial interview with the individual and his/her family to assess the individual’s eligibility for services

· Gather relevant and useful data from the individual, family, other agencies, and other sources

· Assemble and guide discussions to formulate goals and design on integrated training plan

· Monitor adherence to the plan and manage the flow of accurate information within the  action system to maintain a goal orientation and coordination momentum

· Provide contact to the individual and his/her family to speed identification of unexpected problems in service delivery and to serve as a general troubleshooter on behalf of the individual

· Provide counseling and information to help the individual and his/her family in situations  of crisis and conflict with service providers

· Provide ongoing emotional support to the individual and his/her family so they can cope  better with problems and utilize professionals and complex services

· Complete the necessary paper work to maintain documentation of individual’s progress and  adherence to the plan by all concerned

· Act as liaison between the individual and his/her family and all relevant professionals, programs, and informal resources involved in the overall training plan to help the individual make his/her preferences known and secure the services needed

· Act as a liaison between programs, providing services to the individual to ensure the  smooth flow of information and minimize conflict between the subsystems

· Establish and maintain credibility and good public relations with significant formal and informal resource systems to mobilize for current and future individuals

· Perform effectively within the organization to be in a position to develop and modify policies and procedures affecting individuals and the effectiveness of the service delivery system


· Secure and maintain the respect and support of those in positions of authority so their influence can be enlisted on behalf of the individual and used, when necessary, to encourage other individuals and agencies to participate in the coordination effort

File Content (Youth Enrollments)
Youth enrolled in a service/training component require the following standardized forms:

· Enrollment Checklist

· ITA/Contract Modifications (Most Current on Top)

· Completed ITA Voucher (Adult & Dislocated Worker, CRT)

· Training Agreement or OJT Contract  (Most Current on Top)

· Work Site Agreement

· Wage Justification

· Training Outline for Job Specific Skills

· Contractual Provision

· Debarment

· HEA Form (CRT)

· Authorization for Release of Information

· Training Contract

· Waiver Request/Approval (Where Applicable)

· I-9

· W-4

· Emergency Medical Form (All Work Experience Enrollments)

· KSL Demographics/Eligibility/Registration – CSS

· Documentation Checklist/Supporting Documentation

· Income Test Worksheet and Supporting Documentation/Dislocated Worker Checklist and Supporting Documentation

· Memo of Justification for Intensive Services

· Core Services Documentation

· Choices Assessment Results

· Individual Employment Plan

· Orientation Letters/Workshop  Form

· CASAS, Degree and/or Other Basic Skills Exam

· WIA Initial Application

· Program/Enrollment Notes

· Time Sheets  (Most Current on Top)

· Correspondence/Miscellaneous Paperwork  (Most Current on Top) (Copy of all information for supportive services, bus passes, memo of justification and etc. should be attached to the application and filed in Miscellaneous Section with the exception of the budget.

Support Services

Supportive Service for youth may include:

· Transportation assistance

· Child care reimbursement

· Needs-related payments necessary to participate in WIA activities.  Each request will be evaluated on an individual basis and if approved may include costs for dependant care, assistance with work attire, work related tools, referral to medical services and housing assistance. 

Refer to Customer Adult Support Services for allowances.  Refer to Fiscal Procedures  for payment process.

Follow-up Services

The Act  stipulates that follow-up services must be provided to each and every youth participant.  Follow-up services will not be less than 12 months after the completion of participation in a planned objective.  The follow-up will be determined by the intensity of the services provided and the needs of the individual youth in determining the actual level of follow-up services.  Follow-up may include leadership development or supportive service activities as well.

Staff will be in contact with participants and their employers to make certain identified problems are resolved.  During the follow-up period, staff will make available appropriate support services and assist with identifying and arranging/providing needed life skills training.  Adult mentors will also be available to assist participants with job issues, support and advice.  Possible follow-up services:

· Job shadowing

· “Youth Day” a career exploration activity organized at the One-Stop

· Periodic, scheduled group meetings or one-on-one meetings to discuss educational or career options

· Use of technology to explore web sites and facilitate communication

· Periodic telephone calls to inform youth of on-going activities such as job fairs or other career activities

· Adult mentoring and tutoring

LA III will consider leadership development activities, as appropriate follow-up activities as long as it does not interfere with regular academic classes and these activities are coordinated with local schools or other community organizations. 
  They can include:

· Peer-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 training, and budgeting of resources

· Positive social behavior training including positive to include:

· positive attitudinal development

· self-esteem building

· cultural diversity training

· work simulation activities

· other soft skills training

Referrals to Other One-Stop Partners and Agencies

Applicants who do not meet the WIA Title I youth program eligibility requirements or who meet eligibility requirements but can not be served due to resource availability, will be referred to other partners in the One-Stop System or other youth programs in the local area for services.  The same applies if the youth for whatever reason can not be given supportive services. 

In-School and Out-of-School Recruitment

LA III  will ensure that all eligible youth  receive information on the full array of appropriate services available to them.  Various means of outreach efforts include, but are not limited to:


· public service announcements

· posters

· flyers

· newspaper advertisements

· presentations to community service agencies and educational & training institutions

In the recruitment process, LA III will encourage any and all interested youth to complete an application.  Specific means of recruiting individuals that will be used are:

· Applications received from walk-ins

· Public speaking and media announcements

· Agency referrals

· Contact with schools, specifically youth counselors, community based organizations and social service agencies

· Participation in Youth talk shows at local radio and television stations

· Hold presentations at local libraries, churches, recreation centers, etc.

Community Presentations

Community presentations will be made at civic organizations such as the Rotary and Kiwanis. In addition, LA III staff belongs to and/or attends meetings of such agencies as, the Kansas Rehabilitation Association, KC Central Avenue Betterment Association, Interagency Council for Homeless, and several Chambers of Commerce organizations in Johnson, Wyandotte and Leavenworth counties.  The primary purpose is to provide information on the opportunities available to low-income individuals and recipients of public assistance through WIA. LA III program staff attend the Employment Consortium and the Employment Assistance Resource Network (E.A.R.N.).  There is also staff participation at the Latino Summerfest cosponsored by El Centro and the Hispanic Media Association. LA III promotional brochures are distributed at job fairs that are scheduled throughout the year.  The intent of staff participation at various community functions is to actively recruit participants for the program.

Referral Agencies

Agencies with formal or informal cooperative agreements with LA III will help with the outreach process.  The Workforce Development Representatives are responsible for maintaining regular contact with community agencies so that appropriate referrals are being made.  The following agencies and organizations contacted and provided with information about WIA includes but are not limited too:

· Social and Rehabilitation Services

· Adult and Juvenile Court Systems

· Junior and Senior Level Secondary Schools

· Area Technical Schools

· Proprietary and Private For-Profit Schools

· Adult and Youth Correctional Facilities

· Community Based Organizations 

· Community Colleges

· Area Chambers of Commerce

Brochures 

Brochures explaining program services are widely distributed throughout the LA.  These brochures explain the various services offered by LA III and any applicable eligibility requirements. 

Employer Outreach

Employer outreach is an active effort to engage area businesses in WIA activities and services to meet the needs of industry and the economically disadvantaged, using a variety of processes, including the following:

Direct employer contact by the LA III staff, LWIB, and LEO board members

Active recruitment through media publications and/or news releases 

Employer forums and referrals
Recruitment Efforts for Hard-to-serve

Recruitment efforts in LA III include members of  both sexes, various race/ethnic groups, various age groups and individuals with disabilities.  The following are a sampling of recruitment methods undertaken by staff to expand and enhance awareness of training and placement opportunities:

· Visit school counselors at educational institutions in the local area

· Visit counselors and program representatives at various community-based organizations

· Attend and participate in local job fairs

· Visit area homeless, substance abuse, and domestic violence shelters

· Contact local Salvation Army agencies

· Contact Catholic Charities

· Contact State Department of Social and Rehabilitation Services

· Contact the area American Red Cross

· Work with One-Stop Operator front line staff

· Contact local YWCA


· Contact local YMCA


· Contact with the Juvenile Justice Authority

· Work with El Centro

· Contact with Harvest America

· Work with United Community Services of Johnson County

· Work with Heart of America of United Way

· Work with area faith-base organizations 


· Word of mouth

Staff will provide community presentations to distribute program information and referral procedures.  Included in these presentations will be:

Participant eligibility, target groups, nontraditional employment, and barriers to employment

Core, intensive, and training services available

An overview of LA III procedures and time frames for application

Contact person/s, including address and telephone number

One-stop center and satellite access (i.e., electronic) locations

In addition to the determination of income and/or receipt of public assistance status, other priority populations will consist of those possessing barriers to employment, such as:

· Individuals who are basic skills deficient

· Individuals who are school dropouts

· Individuals who are recipients of cash welfare payments

· Individuals who are offenders

· Individuals with disabilities

· Individuals who are homeless

· Individuals who are recipients of non-cash aid 
B. MONITORING

The Local Area III (LA III) 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.
It is intended that the information compiled as a result of said monitoring activities will serve as a functional management tool for maintaining the quality of programs for which the use of Workforce Investment Act funds are directed.

To maintain oversight of the performance and the operations of its various programs under the Workforce Investment Act, a LA III Monitoring Team has been appointed.  The LA III Monitoring Team has been ultimately assigned the task of conducting quarterly in-depth monitoring activities.  The LA III Administrative Monitoring Team consists of the following five (5) members:
Youth Services Coordinator (Monitoring Team Leader)
Adult/Dislocated Worker Service Coordinator
Program Service Manager/Assistant Manager (on rotation)
Fiscal Coordinator
Workforce Center Representative (on rotation)

In performing the internal monitoring duties, the Administrative Monitoring Team maintains complete objectivity and independence in completing the monitoring tasks.  The Monitoring Team is managed by the Monitoring Team Leader who is appointed by and reports directly to the Regional Director.

The Monitoring Team Leader is ultimately responsible for the following:

· Set up each quarterly monitoring meeting

· Explain subject matter to be monitored and award assignments

· Coordinate monitoring reports from team into one Final Report 

· Distribute report to Regional Director, Program Service Managers and Boards 

Monitoring Schedule

The scheduling of the 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 of the WIA Program will be monitored on a quarterly basis:

First Quarter (July – September)
 


SecondQuarter (Oct. – Dec.)
Training Providers (Adult/Dislocated Worker) 

ITA System/Procedures 
Eligibility Determination/Verification/File Review

Youth File Review
One Stop Delivery System




Continuous Improvement Program


Management Information System (Service Link)

Worksite/Other Site Review 
Third Quarter  (Jan. – March)



Fourth Quarter  April – June)
Youth Service Providers




Adult/Dislocated File Review
Fiscal/Procurement/Program Costs



Customer Satisfaction

LEOB/LWIB & Youth Council Review


Performance Standards

Grievance/EO






Program Contracts (Sub-grantee)
Upon the completion of the monitoring activities each quarter by the Monitoring Team, the Team Leader summarizes the monitoring material and submits a final report to the LA III Regional Director.  Once the Regional Director has reviewed and commented on the Quarterly Monitoring Report that individual will approve/disapprove, sign and return the report to the Monitoring Team Leader.  After receiving the signed Quarterly Monitoring Report the Monitoring Team Leader will take the appropriate action as specified in the report concerning recommendations and/or corrective action.

Monitoring Team Leader will address all issues in writing with staff, service providers and anyone else that may be involved in a monitoring resolution. A complete explanation as to any findings that need to be changed or corrected will be explicitly addressed.  

The Monitoring reports are presented to the LWIB and the CEOB at each quarterly scheduled meeting.

Annual Report

An annual report is provided to the Department of Commerce no later than November 30th following the end of the program year.  At a minimum the report consists of the following items:

· Types of training provided

· Occupations trained for

· Types of support services provided

· Outreach activities

· Special projects

· Youth goals obtained

· Exemplary youth programs

· Characteristics of the participants

· LA adjusted performance standards and accomplishments

· Training/placement of women in nontraditional employment

· Continuous Improvement Efforts
Procedure for Scheduling/Documentation/Resolution of Findings and Corrective Action

Through a selected internal monitoring team process, LA III maintains oversight of the all the performance and the operation of the various segments of the Workforce Investment Act program.  Staff and Service Provider’s activities are monitored by the LA III Internal Monitoring Team to verify compliance with applicable state, federal and LA regulations and policies.  In addition, monitoring is done by field and administrative staff on an ongoing basis during the course of training and providing of services.  This is to assure that participants are receiving contracted skills and abilities and that the training/services the participants do receive does result in improved employability as measured by success in job placement. 

In performing the quarterly monitoring duties the Internal Monitoring Team maintains complete objectivity and independence in completing the monitoring task.  The team is managed by a Monitoring Team Leader who is appointed by the Regional Director from the team members. 

Documentation of Internal Quarterly Monitoring Reviews

The designated monitoring team as appointed by the Regional Director will finalize their findings in the form of a report, upon completion of each quarterly review. The Monitoring Team Leader of the Internal Quarterly Monitoring Team will be responsible for summarizing all of the reports. All reports, checklists and additional material will be filed in Team Leader’s office and available for review by any interested parties. All reports of monitoring activities and any review findings will also be shared with the Local Workforce Investment Board, the One-Stop Operator and the One-Stop Partners.

Each quarterly Monitoring Review and activity has a specific time frame for the accomplishment of the necessary task.  The time frame for each quarterly monitoring session is as follows:

· Orientation/Assignment of the Monitoring Team during Second (2nd) week of the first (1st) month of the quarter being monitored

· Notification of ten (10) working days to the Service Provider prior to the on-site monitoring activity

· Individual monitoring reports due to Monitoring Team Leader by the end of second (2nd) week of the month following the quarter being monitored

· Final quarterly  Monitoring  Report due to Regional Director by Team Leader by the end of third (3rd) week of the month following the quarter being monitored (This is five (5) days from the time all reports and checklists are turned in to Team Leader)

· Report consists of Summary, Assessment, Recommendation(s) and Corrective Action

· Team Leader will receive signed report, with response if necessary, from the Regional Director within ten (10) working days after report is turned in by the Team Leader

· Team Leader has the option of calling a meeting of the current monitoring team to discuss any issues pertaining to corrective action or other monitoring matters

· Advise WIA/CEO Boards of quarterly monitoring report findings

Resolution of Findings/Corrective Action

Each quarterly monitoring report will indicate if any corrective action is necessary. If so, the Team Leader will be responsible for seeing to it that all corrective action issues are completed per recommendations either by the Service Provider or WIA staff.  One-Stop Operator or One-Stop Partner notification of corrective action will be done in writing and a copy of the correspondence will be placed in the Corrective Action file. The Regional Director who is ultimately responsible for the operation of the programs and the monitoring of those programs will also receive a copy of the correspondence.  The correspondence will provide the time frames within which all problems are to be rectified. 

The time frames for completing the necessary corrective action are relative to the seriousness of the area needing correction.  The maximum time allowed for the resolution of problem areas is 90 days.  At that time the Monitoring Team Leader will follow-up to see if the problem has been resolved.  A written report on resolution or lack of resolution of the problems will be prepared by the Team Monitor Leader, which will be sent to the Regional Director, and a copy placed in the Monitoring file.  Consultation with the Regional Director can then determine as to how much additional time should be allotted to complete the corrective action depending on the seriousness of the corrective action. 

The time frame for corrective action for File Review is two (2) weeks.  If additional time is needed as verified by the Program Service Managers additional time will be given.  Reasons for requesting additional time to complete corrective action will be noted in the corrective action report to go to Regional Director in the form of a Corrective Action Update Report.  

All operations that have been reported to have problem areas and need corrective action have the right to appeal the validity of said difficulty.  This should be done in writing to the Monitoring Team Leader.  The Monitoring Team Leader will make every effort to come to an equitable decision on the matter in consultation with Regional Director.

The Corrective Action File will be placed in the Team Leader’s Office and can be located directly behind each respective quarterly monitoring report. 

Monitoring Guides/Checklists

Monitoring guides/checklists have been developed and are consistent with the information provided by the State Workforce Compliance and Oversight Unit.   
C.   FISCAL CONTROLS 
Policy & Procedure for Processing Data and Reports for Federal and State

LA III AAO is responsible to reconcile any data discrepancies among the Paymaster, Service Link, Commerce Fiscal Management unit and the LA III AAO.  The Service Link Fiscal system has the capacity to adjust to all foreseeable contingencies.  Obligations, accruals and expenditures are tracked by funding source, program and participant using the processes provided in the Service Link Fiscal system.  Fiscal reports on individual participant and overall participant obligations, accruals and expenditures are available through the Service Link Fiscal report processes.  The system is capable of responding to any changes and/or additional requirements that may be imposed. The automated system to gather and maintain client participation information and the automated system to process and maintain the fiscal records for all programs are both supported by Service Link and operated within the same database.  The LA III AAO reviews and verifies expenditure reports from the Paymaster and Commerce Fiscal Management on a monthly basis to ensure that LA III is in compliance with governing directives.    

LA III AAO will monitor all characteristics and fiscal data reports and other items in accordance with the monitoring procedures outlined in the plan.  Through review of the activities, administrative staff will make recommendations to ensure changes are effectively and efficiently made.  By means of the automated information system, comparisons of planned to actual expenditures are made each month to maintain program expenditures within budgeted amounts.  Based on these reports, staff initiates any corrective action required to correct any deviation from the training plan and budget.  A Monthly Financial Report is generated for the Workforce Investment Board to review at each of their full Board meetings.

Policy & Procedures for Tracking Expenditures to Assure 30% Funds Spent on Out-of-School Youth
LA III monitors expenditures by means of a monthly report generated from Service Link.  The report tabulates expended and obligated funds by funding source showing the amounts budgeted for each category by program year.  The LA III AAO reviews and verifies expenditure reports from the Paymaster and Commerce Fiscal Management on a monthly basis to ensure that LA III expenditures are consistent with the requirements of the Act.

By means of the automated information system, comparisons of planned to actual expenditures are made each month to maintain program expenditures within budgeted amounts.  Based on these reports, staff initiates any corrective action required to correct any deviation from the training plan.  A Financial Report is generated for the Workforce Investment Board to review at each of their full Board meetings.

Policy & Procedure for Procurement of Goods and Services

The procurement of goods and services complies with the Kansas Department of Commerce Fiscal Policy and Procedures Manual and all applicable OMB Circulars and Federal Regulations.  The Administrative Entity is responsible for all aspects of administering procurement in accordance with federal requirements and applicable state and local laws, rules and regulations.  Any purchases of nonexpendable property or property in excess of $5000.00 will need to be included in the Administrative Entity plan and receive prior approval from the state.

After the AAO has reviewed and verified the customer’s IEP:

· An Individual Training Account (ITA) voucher will be forwarded to the Workforce Development Representative via e-mail

· The Workforce Development Representative will print the ITA voucher and hand it to the customer

· The customer will take the ITA voucher to one of the providers on the List of Eligible Providers to “purchase” training/services

· The provider will complete and authorize the vendor section and forward the ITA voucher to the Administrative Office

· The Administrative Office will review the completed voucher and return a copy to the Workforce Development Representative

· The Workforce Development Representative completes a Participant Budget based upon the information recorded on the ITA voucher by the provider of choice, and submits it to AAO for approval and data entry

An Agreement for Activities and Services will be used for work experience, internships, on-the-job training and youth classroom training and services.

Any items that are not available for purchase from the training/service provider must be requested in writing. The customer must obtain three (3) documented and verifiable estimates/bids for the item and submit their request to their Workforce Development Representative.  The Workforce Development Representative will submit a memo of justification and a BSS with the customer’s request and bids to the AAO.  Additional paperwork and documentation may be necessary before approval is granted.  Payments will be made directly to the vendor or service provider.  Local Area III will not pay for any items or services that were purchased or rendered prior to approval being granted by the AAO.  Local Area III will not reimburse clients for any purchases or services.

Policy & Procedure for Obligation and De-obligation of Funds

Program fund obligations are made for each individual participant by means of an Individual Training Account Vouchers or an Individual Agreement for Activities and Services and internal budget form for all expenses anticipated for training purposes. When the participant completes training or is terminated from the program, any unspent funds must be de-obligated.

The Administrative Entity will track through a separate mechanism the obligation of funds procurement of property and contract obligation not covered by an Individual Training Account Voucher or an Individual Agreement for Activities and Services. 

The Workforce Development Representative must complete and submit an internal budget for the customer based his/her individual training/service needs.  For adult classroom training and other services, the specific amount of funds to be obligated will be based on the customer’s completed and authorized ITA voucher calculations.  For work experience, internships, OJT contracts and youth classroom training and services the specific amount of funds obligated will be contained in a written contract between LA III and the training/service provider.  The internal budget must be accompanied by the customer’s original ITA voucher or training contract.  The internal budget will be forwarded to the AAO for approval.

Supportive Services will be approved for no longer than six (6) months at one time or at each semester.  Services may be extended with adequate documentation to include updated need and training status.  The Workforce Development Representative must complete and submit an application for supportive services with the required attachments to request the obligation of funds for childcare, transportation and/or other support.  The Workforce Development Representative must attach the required information:

· customer’s eligibility to receive supportive services including

· income test worksheet showing all household income (nothing is excludable for Support Services)

· a UI record showing the receipt of benefits

· budget or BSS

· memo of justification for the services

· applicant statement from the customer to document the need for the services

For reimbursement of childcare services, the applicant statement must include:

· number of members in household

· number of children requiring care

· the children’s ages

· the children’s names

· the childcare provider’s name and address

· the hours per day the children are in need of care

· the name of the customer’s training/service provider

· If payment is to be made directly to the childcare provider, it must be stated in the applicant statement

Local Area III will not reimburse family members for childcare. 

For reimbursement of mileage, the applicant statement must include:

· number of days per week in training

· name of the customer’s training/service provider

· the number of miles to be traveled per day

· The Employment and Training Representative will attach directions and mileage from “Map Quest” or similar internet service.

For bus passes, the statement must include:

· the number of months the customer is in training

· the name of the customer’s training/service provider

The Workforce Development Representative may request a waiver if the customer is not eligible for receipt of supportive services or exceeds the maximum for services.  Prior to writing the waiver, the Workforce Development Representative should consult with the Fiscal Consultant.  All supportive service requests will be forwarded to the Fiscal Consultant.

If it becomes necessary to amend a budget, the Workforce Center Representative will submit:

· ITA or contract modification

· Budget Status Sheet (BSS)

· written justification specifying the reason and the purpose for the modification

A BSS must be submitted to de-obligate any funds.  The Workforce Development Representative should verify that all bills and timesheets have been paid before submitting a request to de-obligate a customer’s funds.

Policy & Procedure for Billing and Payments

Payments made to participants are derived directly from timesheet computation for the specific pay period.  Service providers are paid directly from invoices received from their respective institutions.  Voucher requests require a signature from the Policy and Procedures Consultant. Frequency and period of payment depend on the program components.
A request for payment is initiated by the Workforce Center Representative. The AAO will establish a pay schedule for the payment of wages and supportive services.  The AAO will establish payment requests deadlines. 

Process for submitting requests for invoices:

· The Workforce Center Representative will review the invoice to ensure that all costs are accurate, reasonable and necessary as set forth on the customer’s ITA voucher or Individual Agreement for Activities and Services. 

· The Workforce Center Representative will verify that the customer is actually attending classes and submitting monthly timesheets

· The Workforce Center Representative will verify that the customer’s actual begin date has been entered into Service Link

· The Workforce Center Representative will complete a Budget Status Sheet (BSS) based on the information provided on the invoice, including the appropriate breakdown of costs

· BSS is forwarded to Fiscal Consultant

· Fiscal Consultant reviews for accuracy and allow-ability, if approved payment is processed.

Process for submitting requests for payment of wages:

· The customer will record his/her actual time worked on a bi-weekly timesheet

· The timesheet must be verified and signed by the customer and the work site supervisor

· The Workforce Development Representative will review and verify the timesheet for accuracy

· The Workforce Development Representative will calculate the hours worked and the payment amount

· The Workforce Development Representative will sign the timesheet

· The Workforce Development Representative will complete a Budget Status Sheet (BSS) for the payment

· BSS is forwarded to Fiscal Consultant

· Fiscal Consultant reviews for accuracy and allow-ability, if approved payment is processed.

The customer and the supervisor must initial any changes made to timesheets. Readable fax copies of timesheets will be accepted to meet the established deadlines.  However, the actual payment will not be released until the AAO has received the original request.

Process for requesting payment of supportive services:

· The customer will record his/her actual time in training on a bi-weekly timesheet

· The timesheet must be verified and signed by the customer and an instructor

· The Workforce Development Representative will review and verify the timesheet for accuracy

· The Workforce Development Representative will calculate the hours/days present and  the payment amount

· The Workforce Development Representative will sign the timesheet

· The Workforce Development Representative will complete a Budget Status Sheet (BSS) to request the payment

· BSS is forwarded to Fiscal Consultant

· Fiscal Consultant reviews for accuracy and allow-ability, if approved payment is processed.

The customer and the instructor must initial any changes made to timesheets. Readable fax copies of timesheets will be accepted to meet the established deadlines.  However, the actual payment will not be released until the AAO has received the original request.

Bus Pass requests should be forwarded to the Fiscal Consultant on a BSS by the 25th of each month.  The Fiscal Consultant will process the payment for the passes based on the individual requests.

All payment requests are forwarded to the Area Administrative Office for authorization and payment.  The Fiscal Consultant or designee will review all payment requests.  The AAO staff enters the payment information into Service Link.  The AAO staff sends a voucher to the paymaster requesting that payment be made in a timely manner.  The payment request is processed by the paymaster; the checks are cut and mailed to the AAO.  Checks are received by the AAO from the paymaster, reviewed for accuracy and copied.  Payroll and support services checks are distributed to the Workforce Center Representatives for delivery to the customer.  Training/service provider and vendor checks are mailed directly from the AAO.

Completion of Time Sheets/Tracking Attendance (Youth)
The following are guidelines to adhere to concerning the completion and processing of the participant’s time sheets for any program where time sheets are required:

· The supervisor and the participant must sign all time sheets to verify that the hours submitted on the time sheet are in fact true and correct

· All time sheets must be turned in according to the pay schedule.  Unless other wise coordinated, the Workforce Center Representative will pick up the weekly time sheets and deliver the participant’s check to the work site.  A pay schedule is available through Fiscal.

· Time reflected on the time sheet must be for actual time worked only

· Participant is not paid for lunch time, sick days, holidays or overtime

· Time sheets need to be filled out completely, accurately and neatly so as to be legible

· All changes to a completed time sheet must be initialed by participant and worksite supervisor
Original time sheets will be kept on file at the LA III Administrative Office for all participants and copies maintained in the field office.  Time sheets used will depend on the component in which the participant has been placed.  For the OJT component, monthly time sheets will be  training participants receiving support services and Work Experience participants will use biweekly time sheets. Classroom Training participants not receiving support services payments will also use monthly time sheets.  Payments will not be made for the participant's training without a current time sheet

Methods Used to Track Time and Attendance of Summer Youth Participants

Each youth that participates in a Summer Youth  activity must complete a time sheet.  The youth must turn in a time sheet every two (2) weeks to the Workforce Center Representative that documents the time worked and/or attendance in academic enrichment.

The youth and supervisor sign the time sheet and/or teacher, who verifies that the submitted time is accurate.  Time recorded on the time sheet is for actual time worked or actual time spent in academic enrichment. The youth is paid based on number of hours worked which can be no more than eight (8) hours per day or 40 hours per week.  All time is reported to the nearest quarter hour.  The youth are paid in accordance with the LA III Pay Schedule. 

The Workforce Center Representatives compare the numbers of hours that the youth is contracted to work or the number of hours he/she is participating in academic enrichment against the time sheets turned in.  It should accurately reflect the actual hours worked and a means by which to monitor attendance.  They also work very closely with the participants, Work Site Supervisors and teachers to ensure consistent attendance.

D.   COMPLAINT AND GRIEVANCE PROCESS
(Covering discrimination, non-criminal, criminal and grievances)
Discrimination Complaints
A complaint is a discrimination complaint if it includes, as a reason for the mistreatment, one of the prohibited factors listed in WIA Section 188 (e.g., race, color, sex, etc. 

Any person who believes that he/she or any specific class of individuals has been or is being subjected to discrimination prohibited under the Workforce Investment Act (WIA) on the basis of race, color, national origin, religion, sex, age, disability, political affiliation or belief and for beneficiaries only, citizenship or participation in WIA, will be given the option to file a written complaint/grievance by the individual or through a representative with LA III or Civil Rights Center (CRC).  Complaints alleging a violation of the nondiscrimination provisions of WIA Section 188,29 U.S.C. Section 2938, may be filed directly with the following:

U.S. Department of Labor, Room N-4123

Directorate of Civil Rights

Frances Perkins Bldg.

200 Constitution Avenue, NW

Room N- 4123

Washington, D.C. 20210

Telephone # (202) 523-8905

All discrimination complaints must be filed within 180 days of the alleged discrimination.  Only the Director of the Civil Rights Center (CRC) can extend the filing date for good cause.

The individual alleging a violation and wishing to file a discrimination complaint can also file with the recipient’s Local Workforce Investment Area, which in this case is Local Area III.  Local Area III (LA III) has the set policy that any participant or other interested party to include One-Stop partners and Service Providers affected by the Local Area III Workforce Investment Act programs wishing to file a complaint may do so by submitting a written statement to:

Regional Director

Kansas Department of Commerce

Local Workforce Investment Area III

552 State Avenue

Kansas City, Kansas 66101
Any individual wishing to file a discrimination complaint can use the Complaint Information – U.S. Department of Labor form (See Attachment section)

Non-Criminal Complaints

The non-criminal complaint procedure can be used by Workforce Investment Act (WIA) applicants, participants or any member of the public regarding operation of the WIA program or activities by LA III.  This complaint procedure shall not be used regarding complaints of discrimination.

This procedure may be used for resolution of complaints of any kind or nature (other than those alleging discrimination) including complaints alleging a violation of the Act, Federal regulations, Local Area III (LA III) Plan or complaints against LA III sub-grantees, or subcontractors.  It may also be used for resolution of complaints arising from actions such as audit disallowances.

Complaints may be filed by an organization or individual, including, but not limited to, program participants, contractors, staff, recipient or sub-recipient, applicants for financial assistance, labor unions, and community-based organizations that believe they have been denied rights afforded by the Act, rules and regulations, grants or other agreements entered into pursuant thereto.

This complaint process may be used for any complaint arising in connection with the WIA programs operated by LA III sub-recipients if that sub-recipient has not established a complaint procedure.

Upon application, all applicants shall receive written information summarizing the WIA complaint procedure, how to file a complaint and their rights pursuant to that procedure.

All non-criminal complaints filed under this procedure (not including discrimination complaints) must be filed within one (1) year of the date of the alleged occurrence.  This does not include allegations of fraud or misuse.

Grantees, and other sub-recipients of WIA funds, must establish and maintain a complaint procedure relating to the terms and conditions of employment and such complaint procedure must include due process provisions.  Such employers may operate their own complaint procedure or use this procedure.  Employers shall inform participants of the complaint procedure they are to follow and of their right to have the employer's decision reviewed by the Grantee.  

In any case where the alleged violation of the Act or regulations is also an alleged violation of another law, regulation or agreement, nothing in this process shall preclude an individual or an organization from filing a complaint under such other law or agreement with respect to the non‑WIA cause of action, as well as filing a complaint/grievance under WIA.

Any applicant, participant, sub-grantee, subcontractor, or potential sub-grantee or potential sub-contractor shall be allowed the prerogative to file a complaint arising in connection with WIA programs.  Complaints may also be filed at the Governor's level as a result of actions taken by the Governor regarding audit findings, investigations and monitoring reports.  

Criminal Complaints

A systematic procedure for reporting instances of suspected or actual fraud, abuse, or criminal conduct is a vital link in the overall effort of the U.S. Secretary of Labor to strengthen their capabilities in the prevention and detection of abuse and fraud within the WIA Program.

LA III has established policies and procedures to be used specifically for reporting known or suspected fraud, program abuse, or criminal conduct by all staff and officials of the Kansas Department of Commerce, Office of the Governor, and Local Workforce Investment Areas (LA) as well as staff, officials and program participants of recipients, sub-recipients and contractors.

To aid in the detection and processing of fraud, program abuse or criminal conduct the following definitions are provided for illustrative purposes but are not intended to be either fully inclusive or restrictive of all activities which may be included under each activity.

Fraud and Malfeasance

Fraud and malfeasance should be considered broadly as any deliberate action that is apparently violating Federal statutes and regulations.  This category includes, but is not limited to, indications of bribery, forgery, extortion, embezzlement, theft of participant checks, kickbacks from participants, intentional payments to a contractor without the expectation of receiving services, payments to ghost enrollees, misuse of appropriated funds, and misrepresenting information in official reports.

Misapplication of Funds

Misapplication of funds should be considered as any alleged use of funds, assets or property not authorized or provided for under the Workforce Investment Act (WIA), its regulations or grants.  Also included is 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 and the use of Federal funds for other than specified purposes.  An Incident Report should be filed when it appears there exists an intent to misapply funds rather than merely a case of minor mismanagement.
Gross Mismanagement

Gross mismanagement should be considered as actions or situations arising out of management ineptitude or oversight, leading to major violation of WIA process, regulations or contract/grant provisions that could severely hamper accomplishment of program goals.  These include situations that lead to waste of government resources and could jeopardize future support for a particular project.  This category includes, but is not limited to, unacceptable records, unsupported costs, highly inaccurate fiscal reports and/or program reports, payroll discrepancies, payroll deductions not paid to Internal Revenue Service and the lack of good internal control procedures.

Employee/Participant Misconduct

Employee/participant misconduct should be considered as actions occurring during or outside work hours, which reflect negatively on the Kansas Department of Commerce, its mission, or the program, and may 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 the integrity of the government as well as serious violations of Federal and State laws.

Grievances (General Complaint)
It should be noted that for all intent and purposes LA III views the terms “complaint” and “grievance” as the same.

Every recipient of funds under Title I of WIA must maintain a complaint/grievance process in accordance with 20 CFR 667.600.

General WIA complaints/grievances may be made up to one (1) year from the date of the event or condition alleged to be a violation of WIA.  The appropriate resolution process to be followed depends on the nature of the complaint.  General WIA complaints fall into the following two (2) categories:

· Complaints involving local WIA programs, agreements, or Local Workforce Investment Board (Local Board) policies and activities; or

· Complaints involving State WIA policies, programs, activities or agreements 
A complaint may be amended or with drawn at any time prior to a scheduled hearing.

Information that could lead to the identification of the person filing the complaint must be kept confidential, to the extent practical.  The identity of any person who furnishes information related to, or assisting in, an investigation shall be kept confidential to the extent possible.

An entity receiving financial assistance under WIA may not discharge, intimidate, retaliate, threaten, coerce, or discriminate against any person because such person files a complaint, opposes a prohibited practice, furnishes information, assists or participates in any manner in an investigation or hearing.

Procedure on discrimination complaints, criminal complaints, non-criminal complaints and grievances.

Discrimination Complaints

An individual may file a complaint of discrimination by using the U.S. Department of Labor (Civil Rights Cetner) Complaint Information form attached to state policy #1-03-00.  A written statement will be accepted and will be handled in the same manner as if the complaint was filed on the form.  The written statement must contain the following information and must be signed and dated by the party submitting the complaint/grievance.

· The full name, address and telephone number (if any) of the person making the complaint/grievance

· The full name and address of the person against whom the complaint is made

· A clear and concise statement of the facts, including pertinent dates, constituting the alleged violation

· The provisions of the law, regulation, grant or other agreement, etc., believed to have been violated

The Equal Opportunity (EO) Representative for Local Area III is the Regional Director.  The EO Representative may review the complaint to assure completeness and may assist the complainant with filing the complaint/grievance.  A copy of the complaint should be forwarded to the State EO Director immediately.

Every effort should be made to resolve all complaints locally but if all efforts fail and the complainant chooses to file with Civil Right Center (CRC), the information required as listed above must be provided by completing the CRC’s Complaint Information Form.
The LA III EO Representative will make every effort to resolve the complaint/grievance and shall offer a resolution of the complaint to the complainant and the respondent in writing within sixty (60) days after the complaint is filed.  If the resolution offered is satisfactory, the complainant and respondent shall be asked to sign a copy of the written proposal indicating acceptance of the proposed resolution.  A copy of this signed agreement shall be forwarded to the State EO Director.  The individual filing a complaint/grievance can expect LA III to adhere to the following stipulations:

· Provide for an informal resolution and a hearing to be completed within sixty (60) days of the filing of the complaint

· An opportunity for a local level appeal to a State entity when

            no decision is reached within sixty (60) days

            either party is dissatisfied with the local hearing decision

Appeal Process  (State Review)

If a complaint is filed at Local Area III and no decision is issued with the sixty (60) days, or either party is dissatisfied with the local hearing decision, either party to the complaint may file a written appeal to the Kansas Department of Commerce.  The written appeal must be signed and dated by the party submitting the appeal and must contain the following information:

· The 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 full name, address and telephone number (if any) of the person submitting the appeal

· The date and location where the complaint was filed

· The date the hearing was held

· If a decision was issued, the reason why it should be reviewed or if a decision was not issued with sixty (60) days of the filing of the complaint, a statement of the date the decision should have been issued and that no decision was issued by that date

A copy of the original and any amended complaint; a copy of any response(s) thereto and a copy of any decision entered at LA III

During the first ten (10) days after a complaint is filed with the Kansas Department of Commerce, an attempt will be made to informally resolve the matter.  If no resolution is achieved, a hearing will be scheduled.  The hearing will be conducted within thirty (30) days of the date the complaint is received by the Kansas Department of Commerce.  The decision by the Kansas Department of Commerce is  the final decision.

The Kansas Department of Commerce may remand complaints as related to local Workforce Investment Act programs to the local area complaint process, when appropriate, by issuing a written notice to all affected parties that the matter is being remanded.

Parties to the complaint will receive notice of the date, time and place where the hearing will be conducted.  If appropriate, the hearing may be conducted by telephone. A decision will be issued in writing within sixty (60) days of the date the complaint/grievance was received by the Kansas Department of Commerce

At any time during the resolution process, any party may choose to be represented by an attorney or other representative of their choice and at their expense.  At the hearing, parties may bring witnesses and documentary evidence.  Prior to the hearing, the parties may request that the hearing officer issue subpoenas to compel attendance of witnesses and/or the production of relevant documentary evidence.

If an individual desires to withdraw his/her complaint or reschedule the hearing, he/she must notify the official that sent the hearing notice.  Notification must be in writing.  Requests for rescheduling of the hearing will be granted only for good cause.

No person may be discharged or in any way discriminated against because such person files a complaint, testifies at a hearing, provides information or intends to testify at a hearing or provide information pursuant to this process.

Nothing precludes a complainant from pursuing a remedy authorized under any other federal, state or local law.

Non-Criminal Complaints

Any party wishing to file a non‑criminal complaint may do so by either of the following means:

· Contacting any LA III staff member and requesting a WIA General Complaint Form

· Submitting a written statement to the LA III EO Representative or any other staff member containing the following information:

1. Complainants full name, address and telephone number 

2. Full name and address of the person and/or employer against whom   

                        the complaint is made

3.  A clear and concise statement of the facts, including pertinent dates, constituting 
      the alleged violation      
4.   The provisions of the ACT, regulations, grant or other agreements under the Act     
Believed to be violated
The non‑criminal complaint must be signed and dated by the submitting party.

The LA III staff member who receives the non‑criminal complaint will review the information to ensure completeness and give assistance to the complainant in correctly filing the non‑criminal complaint.  The completed form or statement will be immediately forwarded to the LA III EO Representative who will log the complaint in the LA III Complaint/Grievance Log Book.  The LA III EO Representative will immediately forward a copy of the non‑criminal complaint to the Kansas Department of Commerce Legal Services office in Topeka in care of the Chief Counsel.

LA III will make every effort to informally resolve all non‑criminal complaints at the local level within the first ten (10) calendar days after the complaint is filed with the LA office.  The complainant and respondent will be provided a written notification of the outcome of this informal resolution effort within fifteen (15) calendar days after the complaint has been filed.  A copy of the notification shall also be sent to the Kansas Department of Commerce Legal Services Office in Topeka.  The outcome of the informal resolution will be noted in the LA III Complaint/Grievance Log Book. 

 If the informal resolution process is not satisfactory to the complainant, the Office of Appeals will schedule a formal hearing within thirty (30) days after the filing of the complaint.  In the interim if an informal resolution is reached, the complaint is to be withdrawn and the hearing canceled.  Written notice shall be provided to the complainant of the time, date and location of the hearing.  The date of the hearing will be noted in the LA III Complaint/Grievance Log Book and a copy of the notice sent to the KDHR Legal Services office in Topeka.  

Hearing decisions will be in a written format and all decisions will be made within sixty (60) calendar days from date of filing the non‑criminal complaint.  Copies shall be sent to the complainant, respondent and LA III office.  The date and decision will be noted in the LA III Complaint/Grievance Log Book and a copy of the decision sent to the Kansas Department of Commerce Legal Services Office in Topeka.  

All complainants will be allowed the opportunity to present evidence in support of their non‑criminal complaint.  The complainant and the respondent may be represented at the hearing by an attorney or appointed representative at their expense and shall be afforded the opportunity to present witnesses and evidence, and may cross-examine the witnesses of the opposing party.
Appeal Process  (State Review)

If the party is not satisfied with the decision issued, or within sixty (60) of the date the non‑criminal complaint was filed he/she does not receive a decision resolving the complaint, that party may request, in writing, that the 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 should be sent to the following:
Office of the Secretary

Kansas Department of Commerce

1000 SW Jackson, Ste. 100
Topeka, Kansas 66612
The request should contain the following information:

· Full name, address and telephone number of the person requesting the appeal

· Date and location where the non‑criminal complaint was filed

· Date when the formal hearing was held

· Information regarding the decision 

a)   was the decision issued

b)   reason why decision is incorrect and should be reviewed.

c)  if a decision was not issued within Sixty (60) days of filing the non-criminal
complaint, a statement of the date the decision should have been issued and     that no decision was issued by that date
The non-criminal complaint will be reviewed and the complainant will be issued a written decision from the State with thirty (30) days of receipt of complaint.  The State decision is a final decision. 

Federal Review

In the event the State 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 regulations have been violated.  The non-criminal complaint must be filed with ten (10) days from which a decision should have been received from the State.  The request must contain the following:

· Complainants full name,  address and telephone

· Full name, address and telephone number of the respondent against whom the complaint is made against

· A clear and concise statement of facts, including pertinent dates, constituting the alleged violation

· A statement disclosing whether proceedings involving the subject of the request have been commence or concluded before any Federal, State or local authority.  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 the non‑criminal 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. The written request should be forwarded to:
Secretary Labor

U.S. Department of Labor

200 Constitution Avenue, NW

Washington, D.C. 20210
Process for Filing Criminal Complaints

Managers, supervisors, employees and officials of the Kansas Department of Commerce, LA III, recipients, sub-recipients, contractors and participants are to promptly report in writing or by telephone to a LA III manager or supervisor, or the KDHR Internal Security Director, information believed to indicate actual, potential or suspected criminal wrongdoing.

An Incident Report, will be the vehicle for reporting all known or suspected cases of fraud, malfeasance, misapplication of funds, gross mismanagement, or other criminal activities in Employment and Training Administration funded programs.  If the report is made to a manager or supervisor, that person shall ensure that the Incident Report form is completed in its entirety and shall forward the original report form immediately to:
Kansas Department of Commerce

Internal Security Advisor

1000 SW Jackson, Ste. 100
Topeka, Kansas 66612
If it is determined by the manager or supervisor that the report requires immediate attention, a telephone report will be made to the Internal Security Advisor at (785) 296-2185 to relate the necessary information, and the written report will be sent immediately thereafter.

If the reporting party considers that his/her position will be compromised by submitting information they believe indicates wrongdoing through the manager or supervisor he/she may send the report directly to the Internal Security Advisor or directly to:

Office of Inspector General

P.O. Box 1924

Washington, D.C. 20013

Phone # at FTS 800-357-0227

or 800-424-5409

The individual’s identity will not be disclosed except where the employee consents or it is determined that disclosure will be unavoidable during the course of an investigation.

No action of any kind shall be taken against any party filing a report of alleged wrongdoing pursuant to this procedure or for assisting in the investigation or prosecution of the complainant, by the manager or supervisor or the Internal Security Director.

The Internal Security Director shall notify the Office of the Inspector General and the Regional Administrator.  The Internal Security Director shall be responsible for any investigation undertaken in response to the incident report, and shall prepare a quarterly status report on incident reports, and a final report on each incident, for submission to the U.S. Department of Labor.  In addition, when deemed appropriate, the Secretary of the Kansas Department of Commerce may initiate a special review to be conducted by the KDHR Workforce Compliance and Oversight Unit.  It is not the intent of the Incident Report to elicit reports after a determination has been made that the act or omission is legally prosecutable.  This decision is within the jurisdiction of the affected U.S. Attorney, Chief Counsel of the Kansas Department of Commerce or the individual designated by the LA to process Incident Reports.  Any act that raises questions concerning possible illegal expenditures or other unlawful activity should be immediately reported according to the established procedures.
General Complaint/Grievances

Any applicant, employee, participant, service provider, program recipient or other interested party may file a complaint/grievance alleging a violation of local WIA programs, agreements or Local Board policies and activities.

A general WIA Complaint/Grievance form, (see Attachment Section), can be obtained from the Local Area III Administrative Office at the following address:

Kansas Department of Commerce

Local Workforce Investment III

Area Administrative Office

552 State Avenue

Kansas City, KS. 66101

Complainants with disabilities will be accommodated in communication and location.  Alternate formats will be used on request to notify the complainant of hearings, results and any other written communication.  Auxiliary aides and services, such as deaf interpreters or assistive listening devices, will be provided upon request for negotiations, hearings and any other meetings where aural communication occurs.  An accessible location will be used for hearings and other meetings on request.

Resolution Process

Complaints/grievances may be filed with the Local Area III within one (1) year from the date of the event or condition alleged to be a violation of WIA. 

Service providers and employers of WIA participants must have procedures in place to process complaints/grievances related to the terms and conditions of the participant’s training or employment.  Employers and service providers may elect to utilize the system established by the Local Administrative Entity or operate their own complaint procedures.  If the employer is required to use the complaint processing procedures under a covered collective bargaining agreement, then those procedures may be used to handle general WIA complaints.

Any hearing conducted by an employer must comply with all provisions for hearing described in the Local Area III policy.

Initial Review

In the complaint alleges a violation of any statute, regulation, policy, or program that is not governed by WIA, the complaint will be referred to the appropriate organization for resolution.  Notice of the referral will be sent to the complainant.

The Local Administrative Entity or the service provider will receive the complaint from the complainant or the complainant’s designated representative.  All complaints will be logged.  A complaint file should be established that contains the following:

· Application and enrollment forms

· Completed General WIA Complaint Form (or complainant’s written statement)

· Chronological log of events or conditions alleged to be a violation of WIA

· Any relevant correspondence

· Record of the attempted informal resolution

Informal Resolution

An attempt should be made by the Local Administrative Entity or the service provider to informally resolve the complaint to the satisfaction of all parties.  The informal resolution process must be completed within ten (10) business days from the date the complaint is filed.  If all parties are satisfied, the complaint is considered resolved. The terms and conditions of the resolution must be documented in the complaint file.  When a service provider attempts the informal resolution, the service provider will forward the complaint file to the Local Administrative Entity.  The Local Administrative Entity will review the complaint file and investigate it further if necessary.

Formal Resolution

When an informal resolution is not possible, the Local Administrative Entity will issue a determination within 20 calendar days from the date the complaint was filed.  If an appeal of the determination is not requested, the complaint is considered resolved and the complaint file should be documented accordingly.  Any party dissatisfied with the determination may request a hearing within 14 calendar days of the date of the determination.

Hearing

A complaint may be amended or withdrawn at any time prior to a scheduled hearing.

If the complaint is not withdrawn, the Local Administrative Entity will designate a hearing officer to ensure the complaint receives fair and impartial treatment.  The hearing must be conducted within 45 calendar days from the date the complaint was filed.  The hearing officer will schedule a formal hearing and mail a written notice to the complainant, the respondent, and any other interested party at least seven (7) business days prior to the hearing.  The notice will include the date, time, and place of the hearing.

Parties may present witnesses and documentary evidence, and question others who present evidence and witnesses.  The complainant may request that records and documents be produced.  Attorneys or another designated representative(s) may represent each party.  All testimony will be taken under oath of affirmation.  The hearing will be recorded either in writing or by audiotape.  The hearing officer’s recommended resolution will include a summary of factual evidence presented during the hearing and the conclusions upon which the recommendation is based.

Final Decision

The Local Administrative Entity will review the recommendation of the hearing officer and issue a final decision within 60 calendar days from the date the complaint was filed.

Appeal

Any party dissatisfied with the Local Administrative Entity’s final decision, or any party who has not received either a final decision or a resolution within 60 calendar days from the date the complaint was filed, may request an appeal. The appeal must be received by the Kansas Department of Commerce in Topeka within 90 calendar days from the date the complaint was filed at the following address:

Kansas Department of Commerce

Workforce Compliance and Oversight

1000 S W Jackson, Ste. 100

Topeka, Kansas 66612
Commerce will review the complaint file, the hearing record, and all applicable documents and issue a final decision on the appeal within 30 calendar days from the date the appeal was received.

Complaints Involving State WIA Policies, Programs, Activities or Agreements

Applicants, employees, participants, service providers, recipients and other interested parties may file a complaint alleging a violation of State WIA policies, programs, activities or agreements.

Complainants with disabilities will be accommodated in communication and location.  Alternate formats will be used on request to notify the complainant of hearing, results and any other written communication.  Auxiliary aides and services, such as deaf interpreters or assistive listening devices will be provided on request for negotiations, hearing and any other meeting where aural communication occurs.  An accessible location will be used for hearing and other meeting on request.

Complaints may be filed with the State service provider or Commerce within one (1) year from the date of the event or condition alleged to be a violation of WIA.

Resolution Process

Initial Review

In the complaint alleges a violation of any statute, regulation, policy, or program that is not governed by WIA, the complaint will be referred to the appropriate organization for resolution.  Notice of the referral will be sent to the complainant.

The service provider or Commerce will receive the complaint from the complainant, or the complainant’s designated representative.  All complaints will be logged.  A complaint file should be established that contains the following:

· Application and enrollment forms

· Completed General WIA Complaint Form (or complainant’s written statement)

· Chronological log of events or conditions alleged to be violation of WIA

· Any relevant correspondence

· Record of the attempted informal resolution

Informal Resolution

An attempt should be made by the State service provider to informally resolve the complaint to the satisfaction of all parties.  The informal resolution process must be completed within then (10) business days from the date the complaint is filed.  If all parties are satisfied, the complaint is considered resolved. The terms and conditions of the resolution must be documented in the complaint file.

Formal Resolution

When an informal resolution is not possible, the State service provider will forward the complaint file to the address below:

Kansas Department of Commerce

Workforce Compliance and Oversight

1000 S. W. Jackson Street, Suite 100

Topeka, Kansas 66612-1354

Commerce will review the complaint file, conduct further investigation of necessary, and issue a determination within 20 calendar days from the date the complaint was filed.  If an appeal of the determination is not requested, the complaint is considered resolved and the complaint file should be documented accordingly.  Any party dissatisfied with the determination may request a hearing within 14 calendar days of the date of the determination.

Hearing

A complaint may be amended or withdrawn at any time prior to a scheduled hearing.  If the complaint is not withdrawn, Commerce will designate a hearing officer to ensure the complaint receives fair and impartial treatment.  The hearing must be conducted within 45 calendar days from the date the complaint was filed.  The hearing officer will schedule a formal hearing and mail a written notice to the complainant, the respondent, and any other interested party at least seven (7) business days prior to the hearing.  The notice will include the date, time, and place of the hearing.

Parties may present witnesses and documentary evidence, and question others who present evidence and witnesses.  The complainant may request that records and documents be produced.  Attorneys or another designated representative may represent each party.  All testimony will be taken under oath or affirmation.  The hearing will be recorded either in writing or by audiotape.  The hearing officer’s recommended resolution will include a summary of factual evidence presented during the hearing and the conclusions upon which the recommendation is based.

Final Decision

Commerce will review the recommendation of the hearing officer and issue a decision with 60 calendar days from the date the complaint was filed.  The decision of Commerce is considered final.
E. EQUAL OPPORTUNITY and AFFIRMATIVE ACTION

Local Area III (LA III) Workforce Investment Act (WIA) recipients, including the Local Board comply with the nondiscrimination and the equal opportunity provisions of the WIA Section 188 and its implementing regulations.  The Kansas Department of Commerce, Local Area III, as the administrative entity for the WIA activities, is the primary entity responsible for the implementation of the WIA Equal Opportunity and Affirmative Action Policies.  

The Kansas Department of Commerce, Local Area III is an equal opportunity employer offering employment solely on the basis of ability, qualifications and merit to all persons without discrimination because of race, religion, creed, color, national origin/ancestry, sex, age, marital status, Vietnam or Special Disabled Veteran Status, or the presence of a form or condition of disability

The Kansas Department of Commerce, Local Area III will comply with federal, state and municipal laws relating to equal employment opportunity. This applies to the conduct of recruiting and hiring plus other Personnel actions including:

· promotions

· demotions

· terminations

· compensation

· benefits

· training

· education

· tuition assistance 

LA III has adopted the Affirmative Action Plan developed by the Kansas Department of Commerce.  LA III plans to adhere to the directives and issuances of the Department of Commerce Equal Opportunity Officer to ensure compliance with the Plan.

All personnel transactions shall be based strictly on merit principals except where precluded by Bonafide Occupational Qualifiers (BFOQs) or legitimate affirmative action mandates. All management personnel shall actively work to create and promote a work environment that is free of unwelcome sexual advances, sexually harassing language, unwanted sexually suggestive remarks or any other sexually harassing action.

LA III–WIA activities will be implemented and governed in compliance with Equal Employment Opportunity 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

· American with Disabilities Act  of 1990

· Older Worker Benefit Protection Act of 1990

· Kansas Act Against Discrimination (as amended)

· All other applicable federal, state and local laws

The above list in not intended to be all-inclusive and any specific exclusion is not intended.

The Affirmative Action Plan for LA III establishes specific procedures to increase the opportunity of employment to minorities and all protected classes and will continually be maintained in order to assure vigorous enforcement of this policy.

Administrative Entity’s Equal Opportunity Officer

The LA III Regional Director is designated as the EO Representative for receiving investigations and offering resolutions of complaints/grievances, and for assuring all WIA applicants are advised of their rights.   Requests for assistance or questions should be addressed to:


LA III EO Representative (Regional Director)
552 State Avenue

Kansas City, Kansas 66101-2403
Phone: (913) 281-3000
Participants are verbally apprised of their rights and the complaint/grievance procedure is explained to them. LA III has made available a pamphlet titled “Local Workforce Investment  Area III Complaint/Grievance Procedures”.

The LA Monitoring Team in accordance with the monitoring schedule does specific monitoring for EO compliance.  In addition, Kansas Department of Commerce staff conducts EO compliance monitoring on a routine basis.

Any person who believes that he/she has been discriminated against in violation of the prohibition of discrimination as expressed herein is encouraged to seek just and proper redress by contacting the Local Area Equal Opportunity Representative or the agency’s Equal Opportunity Director.  

All management personnel shall actively recruit and provide career development programs to ensure equitable representation of minority, female and handicapped persons in all job categories.

Small and Minority-Owned Business Opportunities for Contracts

At such time when contracts are solicited, LA III will work closely with Area Chambers of Commerce, economic development organizations, and city planners to identify small and minority owned businesses including those owned by women to ensure that these businesses have an opportunity to apply.

Equal Opportunity for People with Disabilities

Accommodations or special arrangements for persons with a disability or those with limited English speaking capabilities will be made available at all area one-Stop Center.  Such accommodations or arrangements may include, but are not limited to:

· TTY/TDD access

· Sign language interpretation

· English translation

· Computer technology

· Other one-on-one customer assistance

LA III will use all available resources in order to provide situational-specific assistance where necessary.

LA III continuously works with the social service agencies located in the three (3) county LA III area that provides services to persons with disabilities to assure access to WIA programs. 

Kansas Rehabilitation Services (KRS) is now a One-Stop partner and access to KRS will be available through all three (3) of the One-Stop Centers.  LA III Employer Outreach staff works closely with KRS counselors in the development of OJT contracts with area employers for persons with disabilities.

F.  INFORMATION SYSTEMS

POLICY FOR TRACKING AND DOCUMENTING PARTICIPANT’S PROGRESS

Data Collection
The Kansas Service Link (KSL) system is utilized in Local Area III (LA III) for tracking and documenting customer progress in the specified Workforce Investment Act (WIA) services.  Kansas Service Link (KSL) is a web-based One-Stop client management application that is maintained through the America’s Job Link Alliance (AJLA) based in Topeka, Kansas. The KSL system allows Workforce Center Representatives to track their caseload through a standardized process for following customers and for reporting information required under Title I of the Workforce Investment Act (WIA).  Each Workforce Center Representative, through using the KSL system, is able to manage and monitor their caseloads, capture customer assessment information, establish employment and training plans, search for service providers and WIA certified training providers, and track job placement information.  The KSL system is maintained at a high level, with periodic upgrades, in order to ensure compliance with the Workforce Investment Act and all applicable federal and state regulations. 

Information System Policy Relating to the Adult and Dislocated Worker Programs

All Adults and Dislocated Workers entering activities funded under Title I of the Workforce Investment Act (WIA) through the One-Stop system will initially be registered for service delivery and tracking through the Kansas Service Link (KSL) system, which facilitates the One-Stop initiative by providing a single solution for all service providers that allows coordination of service delivery for the benefit of the customer.  Each customer will have a preliminary intake and assessment recorded in KSL to include an initial eligibility determination.  Workforce Center Representatives will insure all service activities and referrals to One-Stop partners and supportive services are scheduled and tracked in KSL.

Before enrollment in WIA staff-assisted core or intensive services, a mandatory orientation is provided and an eligibility determination for these services must be made.  Workforce Center Representatives will complete a Kansas Service Link (KSL) Client Status Sheet (CSS), which entails the completion of the demographics information section of KSL, to produce program eligibility determination in conjunction with the customer, collecting all program eligibility information required to make the WIA eligibility determination for services to include supporting documentation.  The Workforce Center Representative will forward the completed enrollment package to the Area Administrative Office (AAO) for review and approval.  Once approval is granted, all future customer service activity enrollments will be scheduled and tracked through the Kansas Service Link (KSL) system.  

All customers receiving staff-assisted core services or transitioning to intensive services will have a WIA Individual Employment Plan (IEP) developed.  This plan will include customer assessment information, employment goals, self-sufficiency needs, potential and actual barriers to self-sufficiency, and supportive service needs.  This plan serves as a guide to both the customer and the Workforce Center Representative of the overall objectives for the customer and as a roadmap to self-sufficiency.

Each service beyond general core services (staff-assisted core services or intensive services or training services) requires separate enrollment and tracking in the Kansas Service Link (KSL) system.  Before beginning a service, the customer’s enrollment must be approved by the Area Administrative Office (AAO).  Justification for the service must be provided that is consistent with the customer’s Individual Employment Plan (IEP).  Once the service(s) begins, the assigned Workforce Center Representative must track the number of hours of customer participation in the planned service activity.  Customers may be concurrently enrolled in multiple services.

Once a customer obtains employment or does not participate in a service for 90 days and has no future services scheduled, they will be exited from WIA services effective the last date of service received.  For example, if the date of last service ended January 30 and on April 30 no other services have been scheduled except for follow-up services, the individual will be exited Jan 30.  The Workforce Center Representative must report all hours of participation, provide completion status and information for all program service activities, and provide exit and outcome information for entry into the Kansas Service Link (KSL) system within ten days.
Information System Policy Relating to Youth Programs

All Younger Youth (Ages 14-18) and Older Youth (Ages 19-21) entering activities funded under Title I of the Workforce Investment Act (WIA) through the One-Stop system must be determined eligible to receive youth program service delivery. Each customer will have a preliminary eligibility determination made to assess possibility of service delivery.  Workforce Center Representatives will insure that all activities and referrals to One-Stop partners and supportive services are scheduled and tracked in the Kansas Service Link (KSL) system.

Before a youth is enrolled in any WIA services, an eligibility determination for these services must be made. Workforce Center Representatives will complete a Kansas Service Link (KSL) Client Status Sheet (CSS), which entails the completion of the demographics information section of KSL, to produce youth program eligibility determination in conjunction with the customer, collecting all program eligibility information required to make the WIA youth eligibility determination for services to include supporting documentation. The Workforce Center Representative will forward the completed eligibility package to the Area Administrative Office for review and final approval.  Once approval is granted, all future customer youth services will be scheduled and tracked through the Kansas Service Link (KSL) system.

All eligible youth will have an Objective Assessment and an Individual Service Strategy developed.  This plan will include customer assessment information, employment goals, educational goals, self-sufficiency needs, potential and actual barriers to self-sufficiency or completion of educational goals, and supportive service needs.  This plan serves as a guide to both the youth and his/her Workforce Center Representative of the overall objectives of the customer and as a road map to self-sufficiency or completion of educational goals. Each service requires a separate activity enrollment and tracking in the Kansas Service Link (KSL) system. Before beginning a service, the enrollment must be approved by the Area Administrative Office (AAO).  Justification for the service must be provided that is consistent with the customer’s Individual Service Strategy.  Once the service begins, the assigned Workforce Center Representative must track the number of hours of customer participation in the planned service activity.  Customers may be concurrently enrolled in multiple services. 

Each youth enrollee must have at least one (1) goal set for either Basic Skills attainment, Work Readiness Skills attainment or Occupational Skills attainment that is achievable within one (1) year of the date the goal was set.  
· Note: All youth who are deemed Basic Skills Deficient are required to have the Basic Skills goal set.  
Once a youth obtains employment, ends a service and/or does not participate in a service for 90 days and has no future services scheduled, the customer will be exited from WIA services.  The Workforce Center Representative must report all hours of participation, provide completion status and information for all program service activities, and provide exit and outcome information for entry into the Kansas Service Link (KSL) system within ten days.

PROCEDURE FOR TRACKING AND DOCUMENTING PARTICIPANT’S PROGRESS
Data Collection
The following is a general descriptive outline of the Kansas Service Link (KSL) system for Local Area III.  The description includes procedures for participant record keeping, tracking and data collection.

LA III can randomly access automated Workforce Center Representative caseload, EO and Federal performance measures reports by program, local area office or LWIB.  The AJLA (America’s Job Link Alliance) is responsible for providing WIA quarterly reports to the appropriate Federal Department of Labor personnel.  Some of the following reports can be accessed via Service Link:
· Adult, Dislocated Worker, Older Youth & Younger Youth Characteristics

· WIA Youth 5% Report

· Soft Exit Reports for Adult, Dislocated Worker, Older & Younger Youth

· Participant Report 8
The original WIA participant records are kept at the LA III Administrative Office (AAO).  Each Workforce Center Representative maintains a counseling file on each participant in his or her caseload.  Offices and file cabinets are kept locked when unattended in all locations.  Backup copies of the database are made on a daily basis to protect against data loss.   

LA III will comply with federal equal opportunity regulations in selecting program participants.  Applicant information will be recorded at the field offices and forwarded to the Area Administrative Office on a regular basis.  Such records will include at a minimum information on race/ethnic background, sex, age, disability and application status (i.e., eligibility, enrollment) and will be maintained per federal and state regulations.  Such records will be monitored to determine whether outreach efforts or intake procedures have a disparate impact on any group based on race, sex or age.  Applicant information will be entered into the LA's KSL system.

The following procedures are implemented to ensure complete records will be maintained on each participant's enrollment to demonstrate compliance with appropriate regulations and criteria:    

· Participant data from individual files will be entered into KSL, the web-based client management application system to enable efficient monitoring and review of eligibility criteria.  
· The individual’s data will consist of pertinent intake information used to determine eligibility and other information required by federal policy.

· A hard copy file is maintained on all transactions during the course of a participant's enrollment in the Area Administrative Office and the respective local  field office.   

The tracking of participants enrolled in various activities will include, but will not be limited to, intake and registrations, program participation, service activities, training activities, attendance, exit, outcomes, wage information and follow-up.  The following are the instruments used in tracking participants:

· Client Status Sheet (CSS)

· Participant Budget Status Sheets (BSS)

· Participant IEP and IEP updates

· Contracts and Contract Modifications
· ITA and ITA Modifications
· Time Sheets (Weekly, and Monthly)

· Payment Vouchers

· WIA Exit Record

· Follow-up Form
The Kansas Department of Commerce advocates testing of reading and math competency levels.  For this reason, LA III gives the Kansas Competency System (KCS) during the initial assessment process.  
Note:  The Kansas Department of Commerce requires that functional reading and math skill levels shall be measured by using the assessment instruments of the Kansas Competency System, developed by the Comprehensive Adult Student Assessment System (CASAS).  Basic skills assessment is not required for those with Bachelor degrees or higher education that produce documentation of such.
Participants who score below the 8.9 grade level (a Raw Score of 17 and below for Reading or Raw Score of 13 and below for Math) on the Kansas Competency System (CASAS Exam) diagnostic raw score are deemed basic skills deficient and should be referred to remediation to upgrade their functional basic skills.  These remediation services could be provided through WIA-funded or non-WIA-funded entities. 
Information System Procedures Relating to the Adult and Dislocated Worker Programs
All Adults and Dislocated Workers entering activities funded under Title I of the Workforce Investment Act (WIA) through the One-Stop system will be registered for service delivery and tracking through the Kansas Service Link (KSL) system.  A full registration will be entered to include a complete work history and an initial eligibility determination.  Workforce Center Representatives will insure all activities and referrals to One-Stop partners and supportive services are scheduled and tracked in KSL.

The initial assessment process is used to determine if the Adult or Dislocated Worker applicant appears to be appropriate to receive WIA services.  The following are elements used in the initial assessment process, which are made a part of every eligible applicant file:

· Name of eligible applicant

· Date of initial registration

· A determination of “which individual can benefit” and is “suitable” for WIA services is made after information is collected from the individual applicant by the Workforce Center Representative during the initial assessment.
Has the applicant participated in WIA services before? If so, when and where?
What services will be required for the applicant to be ready to achieve vocational and employment goals?


What level of services will be required to provide desired skills for suitable employment?
Does the individual have the ability to utilize the services available through WIA or other service providers in accomplishing the desired employment goal?
Individual applicants will be referred to other service providers to obtain prerequisite levels of skills or work readiness before entering WIA participation if these skills or this information is necessary for the successful participation in WIA supported skills.  Suitability will also be determined based on planned needs for hard-to-serve categories, the availability of WIA services and prior WIA participation and success.
Determination and Verification of Adult or Dislocated Worker Eligibility

The intake begins the WIA registration process. Intake is the process of gathering information from an applicant to determine the individual’s eligibility for WIA staff-assisted core, intensive and training services, in addition to his/her appropriateness or suitability for those services.  The intake process involves the following steps:

· Applicant completes the Pre-application form and attaches the necessary written documentation which is required by the Act and Department of Labor to determine eligibility for WIA services
· The Workforce Center Representative interviews the applicant

· The Workforce Center Representative completes the demographics information section of the KSL system with the applicant
· The Workforce Center Representative explains program components, policies and the grievance procedure (Also covered in orientation)
· The Workforce Center Representative reviews the KSL system generated CSS form, and makes the eligibility determination in accordance with federal guidelines including the completion of the CASAS test The participant signs the KSL CSS, which contains the demographics information and program eligibility determination

· The Workforce Center Representative must make sure that the customer provides the following:

Documentation Necessary for WIA Registration - Required for all enrollments

· Social Security Number

· Residency

· Citizenship/Alien Status

· Selective Service Registration

· Birthday/Age

Unemployed Adult Eligibility/Registration Required Documentation 
· Low Income Status

· Cash Public Assistance
· Individual or Family Income meeting poverty guidelines or 70% of Lower Living Standard Income Level (LLSIL)
· Family of One/Family Size 

· Food Stamps

· Homeless

· Foster Child

· Disabled (if qualifying participant as family of one)
· Veteran Status

· Military Spouse

· Limited English Language

Employed Adult Eligibility/Registration Required Documentation 
· Any applicable items listed under Unemployed Adult Eligibility

· Individual or Family Income does not exceed 100% of LLSIL, which defines “employed individuals needing assistance to attain self sufficiency”

Dislocated Worker Eligibility/Registration Required Documentation 
· Terminated/Laid Off  - (Veteran or Military Spouse priority)
· Plant or Business Closure/Mass Layoff – (Veteran or Military Spouse priority)
· Previously Self-Employed – (Veteran or Military Spouse priority)
· Displaced Homemaker – (Military Spouse priority)
· Natural Disaster

The Workforce Center Representative notifies the applicant of the eligibility decision.   Any participants found ineligible or unsuitable at any time after enrollment will be terminated immediately.

Upon availability of appropriate intensive or training services, the Workforce Representative proceeds as follows:

· Assists the participant in making an enrollment decision

· Completes an Individual Employment Plan (IEP)

· Completes a participant contract

· Makes necessary and appropriate referrals

· Completes necessary forms supporting the enrollment decision

· Forwards the participant’s enrollment package to the Area Administrative Office for review and approval

The following are elements used in the initial assessment process, which are made a part of every eligible applicant file:

· Name of eligible applicant

· Date of initial assessment

· A determination which indicates that the individual appears to be suitable or unsuitable for WIA services

· Where applicable an explanation as to why the individual is unsuitable

· An entry on the applicant record of referral(s) to other services

· An indication of WIA staff person who performed the initial assessment.  An eligible applicant may be considered unsuitable for enrollment in WIA if one or more of the following conditions exist:

· Applicant clearly does not need employment and training services

· Applicant clearly lacks necessary pre-requisites to receive reasonable training 

· He/she cannot benefit from the services that are available

· Because of limited funding, WIA enrollment is restricted to low income individuals
· Review of previous WIA participation, if any, to verify the absence of a prior negative outcome(s) that would make the candidate unsuitable for formal registration
LA III will make every effort not to discriminate against those with a disability and for which reasonable accommodations can be made as required by law.
A detailed description of the participant tracking and documentation system is provided in the AJLA/KJL User’s Guide (incorporated herein by reference).

Process for Customer Exit:

· Following completion of the training program, or failure to participate in an activity for 90 days and not having any future activities scheduled, the Workforce Center Representative conduct an exit interview with the customer.

· The Workforce Center Representative determines with the participant if additional services are required.

· If additional services are not required, the participant is exited.
· The Workforce Center Representative completes the WIA Exit Record form and forwards it along with supporting outcome documentation to the Area Administrative Office. 

· The information from the Exit Record is approved by appropriate AAO Coordinator and is keyed into the computer, filed and a copy sent to the Workforce Center Representative.

Process for Customer Follow-up:

For those individuals whose wage records can not be found in the KDOL Wage Record files, Workforce Center Representatives contacts the individuals during the four (4) weeks following the completion of the first, second and third full quarters after exit to determine employment, actual earnings, credentials or any other follow-up information in previous quarters.  All attempts to contact the exited individual are documented.  The LA requires at least six (6) attempts to reach the participant.

· The Workforce Center Representative completes the standardized Follow-up form and forwards it along with supporting outcome documentation to the Area Administrative Office. 
· The information from the Follow-up form is approved by appropriate AAO Coordinator and is keyed into the computer, filed and a copy sent to the Workforce Center Representative.
Information System Procedures Relating to Youth Programs

Youth seeking services under WIA must have an Eligibility Assessment performed prior to the receipt of services.  Workforce Representatives will complete the demographics information section of the KSL system with the applicant, collecting all information required to determine eligibility for services to include supporting documentation.  The representative will forward the completed enrollment package to the Administrative Office for review and approval.  Once approval is granted, all future customer services will be scheduled and tracked through the KSL system.

Before beginning a service, the enrollment must be approved by the Administrative Office.  Justification for the service must be provided that is consistent with the Objective Assessment and the Individual Service Strategy.  Once the service begins, the assigned Representative must track the number of hours of participation in the service.  Customers may be concurrently enrolled in multiple services.

Determination and Verification of Youth Eligibility

The intake begins the WIA eligibility process. Intake is the process of gathering information from an applicant to determine the youth’s eligibility for WIA services, in addition to his/her appropriateness or suitability for those services.  The intake process involves the following steps:

· Applicant completes the Pre-application form and attaches the necessary written documentation that is required by the Act and Department of Labor to determine eligibility for WIA services.
· The Workforce Center Representative interviews the applicant.
· The Workforce Center Representative completes the demographics information section of the KSL system with the applicant.
· The Workforce Center Representative explains program components, policies and the grievance procedure(this process is also covered in orientation).
· The Workforce Center Representative reviews the KSL system generated CSS form, and makes the eligibility determination of Younger Youth (Ages 14-18) or Older Youth (Ages 19-21) in accordance with federal guidelines including the completion of the CASAS test.  The participant signs the KSL CSS, which contains the demographics information and program eligibility determination along with a parent or guardian if applicant is age 17 and below.

The Workforce Center Representative must make sure that the youth meets the following:

· age 14 through 21

· low-income

· meets one of the defined barriers

· deficient in basic literacy skills

· school dropout

· homeless, runaway or foster child

· pregnant or parenting

· offender

· requires assistance to complete educational program or assistance to secure and hold employment (defined under Definition of Sixth Youth Eligibility Criterion)
LA III can serve five (5) per cent of youth who are not low-income.  However, they must fall within one (1) or more of the following categories:

· school dropout

· basic skills deficient

· one or more grade levels below the grade level appropriate for individual’s age

· pregnant or parenting

· possess one or more disabilities

· runaway

· offender

· faces a serious barrier to employment

· resident of the Kansas portion of the BI-State Enterprise Zone

· attending an alternative school

· poor work history or has been fired from job in past six months

· receiving treatment for drug or alcohol dependency

· disability that is a serious barrier to employment
The Workforce Center Representative notifies the applicant of the eligibility decision.   Any participants found ineligible or unsuitable at any time after enrollment will be terminated immediately.

Upon availability of appropriate youth services the Workforce Center Representative proceeds as follows:

· Assists the applicant in making an enrollment decision

· Completes a Comprehensive Assessment 

· Completes an Individual Service Strategy – KSL IEP
· Completes a participant contract

· Makes necessary and appropriate referrals

· Completes necessary forms supporting the enrollment decision

· Forwards the participant’s enrollment package to the Area Administrative Office for review and approval

Documentation Necessary for WIA Registration - Required for all enrollments

· Social Security Number

· Residency

· Citizenship/Alien Status

· Selective Service Registration

· Birthday/Age

Low Income Status
· Cash Public Assistance

· Individual or Family Income meeting poverty guidelines or 70% Lower Living Standard Income Level (LLSIL)
· Family of One/Family Size (Must be documented if qualifying by income)

· Food Stamps

· Homeless

· Foster Child

· Disabled (if qualifying participant as family of one)
Barriers to Employment
· Limited English Proficiency 

· Basic Skills Deficient 

· Veteran 

· Offender 

· Pregnant or  Parenting Youth (Barrier)

The AAO Program Coordinator completes the enrollment process by reviewing and verifying final eligibility determination and any enrollment decisions.  No enrollment can be made without administrative review and concurrence.  All enrollments must be received by the Administrative Office five (5) days prior to when the activity(ies) is to begin.  This is to ensure that a full and proper review is completed. The Area Administrative Office may waive the five (5) day minimum review requirement as individual circumstances warrant.

Process for Customer Exit:

· Following completion of the training program, or failure to participate in an activity for 90 days and not having any future activities scheduled, the Workforce Center Representative conducts an exit interview with the customer.

· The Workforce Center Representative determines with the participant if additional services are required.

· If additional services are not required, the participant is exited.

· The Workforce Center Representative completes the WIA Exit Record form and forwards it along with supporting outcome documentation to the Area Administrative Office. 

· The information from the Exit Record is approved by appropriate AAO Coordinator and is keyed into the computer, filed and a copy sent to the Workforce Center Representative.

Process for Customer Follow-up:

All Younger and Older Youth are required to receive a mandatory 12 months of follow-up post exit service.  For those individuals whose wage records can not be found in the KDOL Wage Record files, Workforce Center Representatives contact the individuals during the four (4) weeks following the completion of the first full quarter after exit to determine actual earnings during the previous quarter.  All attempts to contact the exited individual are documented.  The LA requires at least six (6) attempts to reach the participant.

· The Workforce Center Representative completes the standardized Follow-up form and forwards it along with supporting outcome (credential, employment etc.) documentation to the Area Administrative Office. 
· The information from the Follow-up form is approved by appropriate AAO Coordinator and is keyed into the computer, filed and a copy sent to the Workforce Center Representative.
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B. AGREEMENTS/CONTRACTS (CEO-LOCAL BOARD)

C. LOCAL PERFORMANCE MEASURES STANDARDS

Local Area III is proposing the following standards be applied to Local Area III for the two-year period covered by this plan.  These proposed standards reflect a number of factors, as outlined below.  

•GPRA Goals—PY 2005 goals established by the U.S. Department of Labor were used as the basis for PY 2005 goals.    

•Continuous improvement—One of the key tenets of the Workforce Investment Act is the commitment to continuous improvement.  This is reflected in the GPRA goals, which have generally increased over time.  PY 2006 goals incorporate continuous improvement by setting higher goals for each measure than the proposed levels for PY 2005.  The commitment to continuous improvement has also led to proposed goals higher than GPRA goals on measures where local performance has consistently exceeded GPRA goals.  These measures include dislocated workers employment retention rate, older youth employment retention rate, and younger youth diploma or equivalent attainment rate. 

•Past performance—U.S. Department of Labor guidance on negotiating performance measures advises entities to consider past performance in adapting GPRA.  This involves setting some performance goals lower than GPRA goals and/or prior performance standards, as well as setting some higher.  The above section lists those goals that have been adjusted upward to reflect prior performance.  The proposed performance goals for adult earnings change are significantly lower than GPRA goals, but exceed past performance.  This proposed measure reflect the fact that previous program decisions have a lasting effect on performance, and that correcting for the effect of these decisions will take some time.  

•Program changes—Local Area III has implemented a number of policy changes to correct past instances of failure to meet performance goals, and is continuing to make changes to procedures which should have an effect on performance.  While the lag in data collection and reporting will prevent these changes from having an immediate effect, they should result in higher performance, particularly in PY 2006.  The proposed performance goals reflect these expectations for improved performance.

The table on the following page lists these performance measures, current goals, the most recent data on actual performance, the GPRA goals, and the proposed goals for PY 2005 and PY 2006.

	WIA Required Performance
	PY 2004 Performance Standard
	PY 2003 Actual Performance
	FY 2005 GPRA Goals
	Proposed LA III Performance Levels for Two-Year Plan

	Adults
	
	
	
	PY 2005
	PY 2006

	Entered Employment Rate
	71%
	66.5%
	76%
	73%
	76%

	Employment Retention Rate
	80%
	83.6%
	86%
	86%
	87%

	Earnings Change in Six Month
	$2,300
	$631
	$3,400
	$3,000
	$3,400

	Credential Rate
	60%
	46.1%
	
	61%
	65%

	Dislocated Workers
	
	
	
	
	

	Entered Employment Rate
	76%
	71.6%
	83%
	80%
	83%

	Employment Retention Rate
	88%
	92.6%
	92%
	92%
	93%

	Earnings Replacement Rate
	80%
	74.7%
	
	-$2,500
	-$1,500

	Credential Rate
	60%
	55.3%
	
	65%
	67%

	Older Youth (19-21)
	
	
	
	
	

	Entered Employment Rate
	65%
	36.8%
	69%
	69%
	71%

	Employment Retention Rate
	81%
	87.5%
	80%
	84%
	85%

	Earnings Change in Six Months
	$2,100
	$3,082
	
	$3,600
	$4,500

	Credential Rate
	52%
	15.5%
	
	60%
	65%

	Younger Youth (14-18)
	
	
	
	
	

	Skill Attainment Rate
	82%
	72.8%
	
	84%
	86%

	Diploma/Equivalent Attainment Rate
	57%
	26.1%
	53%
	65%
	70%

	Retention Rate
	67%
	56.3%
	
	70%
	75%

	Participant Customer Satisfaction
	74%
	88.6%
	
	90%
	90%

	Employer Customer Satisfaction 
	72%
	84.6%
	
	85%
	88%


D. COMPLAINT and GRIEVANCE FORMS
WIA General Complaint Form

Complainant (person filing the complaint)
	Name:  



	Address:


	City:
	State:
	Zip:

	Telephone:


	E-Mail:


Complainants with disabilities will be accommodated during the complaint process.  If an accommodation is required in communication or accessibility of location, please indicate the kind of accommodation required, e.g. accessible location, deaf interpreter (please indicate type of sign language), notification of results and/or hearing dates in alternative format such as Braille, large print or cassette.

Respondent (person/entity complaint filed against)

	 Name:  



	Address:


	City:
	State:
	Zip:

	Telephone:


	E-Mail:


Instructions: Provide a clear and brief statement of the facts.  Include relevant dates that will assist in the investigation and resolution of the complaint. If additional space is needed, use reverse side of this form or attach additional sheets.

The above information is true and correct to the best of my knowledge.

   

	__________________________

Signature of Complainant
	_________________________

Date



	FOR OFFICIAL USE ONLY

	Person Receiving Complaint:


	Title:

	Address:


	City:
	State:

	Telephone:


	E-Mail:

	Discrimination Information/Complaint Form (US Department of Labor)
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E. EQUAL OPPORTUNITY/AFFIRMATIVE ACTION POLICY

(See Section II – E)
F. WAGNER-PEYSER BUDGET

G. WIA BUDGETS


[image: image3.emf]fy06.xls



 EMBED Excel.Sheet.8  [image: image4.emf]py05.xls


H. CEO AGREEMENT

I. CEO DIRECTORY

CHIEF ELECTED OFFICIALS BOARD ROSTER
LOCAL WORKFORCE INVESTMENT AREA III

Last updated May 17, 2005
	Name
	Address
	Phone Number
	Representation

	Joe Reardon


	1 McDowell Plaza

701 N. 7th Street

Kansas City, KS   66101
	V: (913) 573-5010

F: (913) 573-5020
	Mayor/CEO

Unified Government of Kansas City Kansas/Wyandotte County

	Doug Wood
	111 South Cherry Street

Suite 3300

Olathe, KS   66061-3441
	V: (913) 715-0435

F: (913) 791-8913
	Commissioner

Johnson County

	Donald Navinsky
	Leavenworth County Courthouse

300 Walnut

Leavenworth, KS   66048
	V: (913) 684-0499

F: (913) 684-0406
	Commissioner

Leavenworth County

	Nathan Barnes
	1 McDowell Plaza

701 N. 7th Street

Kansas City, KS   66101
	V: (913) 573-5040

F: (913) 573-5050
	Commissioner

Unified Government of Kansas City Kansas/Wyandotte County


J.
LOCAL BOARD DIRECTORY

WORKFORCE INVESTMENT BOARD ROSTER

LOCAL WORKFORCE INVESTMENT AREA III

Last updated May 17, 2005

	Name
	Address
	Phone Number
	Representing
	Appointed by & Term Expiration

	Ian Bautista

President and CEO
	El Centro, Inc.

650 Minnesota Ave.

Kansas City, KS   66101

Ibautista@ElCentroInc.com
	V: (913) 677-0100

F: (913) 362-8513
	Community Based Organization, Private Sector
	Doug Wood

(Term expires June 2006)

	Steve Christensen

Senior Vice President
	First State Bank & Trust

1525 Highway 24/40

P.O. Box 219

Tonganoxie, KS   66086

stevenc@firststateks.com
	V: (913) 845-2500
	Private Sector
	Don Navinsky

(Term expires June 2006)

	Paul Clay, Jr.

Director of Business Development
	KC Source Link

4747 Troost

Kansas City, MO   64110

clayp@kcsourelink.com
	V: (816) 235-6131
	Private Sector
	Doug Wood

(Term expires June 2006)



	Karen M. DeOrnellas

Human Resource Manager
	General Motors

Fairfax Assembly

3201 Fairfax Trafficway

Kansas City, KS   66115-1307

karen.m.deornellas@gm.com 
	V: (913) 573-7316

F: (913) 573-3652
	Private Sector
	Carol Marinovich

(Term expires June 2006)

	Kent Eckles

Regional Director

Workforce Development
	Kansas Department of Commerce

552 State Avenue

Kansas City, Kansas  66101-2464

keckles@kansascommerce.com

	V: (913) 281-3000 Ext 207

	WIA Title I, Wagner-Peyser, Veterans,  TAA
	Carol Marinovich

(Term expires June 2006)

	Billey Davis
	Johnson County Department of Corrections

Johnson County Multi-Service Ctr.

12425 W. 87th Parkway

Lenexa, KS   66215

Billey.Davis@jocogov.org
	V: (913) 715-6712

F: (913) 715-6702
	Public Sector
	Doug Wood

(Term expires June 2006)



	Sr. Mary Sarah Fasenmyer

CHAIR
	University of Saint Mary

8914 Armstrong

Kansas City, KS   66112

msf579@att.net
	V: (913) 299-2180
	Private Sector
	Donald Navinsky

(Term expires June 2006)

	Dan Fletcher

Consultant
	Older Kansans Employment Program

1923 South 5th Street

Leavenworth, KS   66048

fdfletcher@aol.com
	V: (913) 682-8074

F:  (913) 680-1866
	Public Sector
	Donald Navinsky

(Term expires March  2007)

	Judy Gifford

AFL-CIO Community Services Liaison
	United Way of Wyandotte County

P.O. Box 17-1042

Kansas City, KS   66117

jgifford@unitedway-wyco.org
	V: (913) 371-3674 ext. 324

F: (913) 371-2718
	Labor
	Carol Marinovich 

(Term expires June 2006)

	LaDora Jackson

TREASURER
	Economic Opportunity Foundation

1542 Minnesota Ave.

Kansas City, KS   66102

LaDora@eofkck.org
	V: (913) 371-7800

F: (913) 371-0457
	Community Based Organization, Community Services Block Grant
	Carol Marinovich

(Term expires June 2006)

	Sharon Jobe


	The Jobe Group, Inc.

1205 SW 15th Street

Blue Springs, MO   64105

sejobe@sbcglobal.net 
	V: (816) 224-3656

F: (816) 224-4177
	Private Sector
	Doug Wood

(Term expires June 2005)

	Brenda C. Jones

SECRETARY
	Communications Workers of America

Local 6450

2527 N. 18th Street

Kansas City, KS   66104 Brenda@cwaunion.com
	V: (913) 321-1433
	Labor
	Carol Marinovich

(Term expires June 2006)

	Peggy Kelly

Director of Community Collaboration
	Department of SRS, Kansas City Area Office

P.O. Box 171248

Kansas City, KS   66117

pjk@srskansas.org

	V: (913) 279-7507

F: (913) 279-7705
	TAF and Food Stamp Organization
	Carol Marinovich

(Term expires June 2006)

	Lin Knudson

Dean of Continuing Education and Community Services
	Johnson County Community College

12345 College Boulevard

Overland Park, KS   66210

lknudson@jccc.edu 
	V: (913) 469-8500 x3163

F:
	Local Education
	Doug Wood

(Term expires June 2007)

	Wade Ladd

Transition Specialist
	Blue Valley School District

6001 West 159th Street

Stilwell, KS   66085-8808

wladd@bluevalleyk12.org

	V: (913) 239-4848


	Local Education
	Doug Wood

(Term expires June 2006)

	K. J. Langlais

Executive Director

VICE CHAIR
	Friends of Johnson County Nursing Center, Inc.

11875 South Sunset, Suite 100

Olathe, KS  66061

kjl@jcnc.info 
	V: (913) 477-8200

F: (913) 477-8001
	Private Sector
	Doug Wood

(Term expires June 2006)

	Walter P. Lantzy, III

Observer/Controller/

Trainer


	Anteon

114 N. Brookridge St.

Lansing, KS   66043

wlantzy@aol.com 
	V: (913) 240-1472

F: (913) 758-5267
	Private Sector
	Donald Navinsky

(Term expires June 2006)

	Jerry Leonard

Rehabilitation Services Administrator, KC Metro Region
	Department of SRS

Overland Park Service Center

8915 Lenexa Dr.

Overland Park, KS   66214-3228

jaxl@srskansas.org
	V: (913) 826-7585

F: (913) 826-7583
	Vocational Rehabilitation Services
	Doug Wood

(Term expires June 2006)

	Wendell Maddox
President
	United Way of Wyandotte County

434 Minnesota Ave.

P.O. Box 17-1042

Kansas City, KS   66117

wmaddox@unitedway-wyco.org  
	V: (913) 371-3674

F:  (913) 371-2718
	Private Sector, Community Based Organization
	Carol Marinovich

(Term expires June 2006)

	Lynn McClure

Executive Director
	Leavenworth Area Development

1294 Eisenhower Road

Leavenworth, KS   66048

lynnm@lvarea.com
	V: (913) 727-6111

F: (913) 727-5515
	Economic Development Organization, Private Sector
	Donald Navinsky

(Term expires June 2006)

	Lonnie Myklebust

SCSEP Executive Officer
	SER Corporation

1020 N. Main, Suite B

Wichita, KS   67203

lmykle@sercorp.com
	V: (316) 264-5372

F: (866) 462-5601
	OAA Title V
	Carol Marinovich

(Term expires March 2007)

	Donald Nelson

Owner
	Nelson Enterprises

3110 Tomahawk Rd.

Prairie Village, KS   66208

d1mnelson@earthlink.net
	V: (913) 262-0145
	Private Sector
	Doug Wood

(Term expires June 2006)

	Kathy A. Reilly

Director of Foster Care and Adoption Services
	TLC for Children and Families, Inc.

480 S. Rogers Road

Olathe, KS   66062

kreilly@kidstlc.org
	V: (913) 829-9790

F:  (913) 829-0228
	Private Sector, Community-Based Organization
	Doug Wood

(Term expires June 2006)

	Rick Robards

Director of Human Resources
	University of Kansas Medical Center

Mail Stop 2033

3901 Rainbow Boulevard

Kansas City, KS   66160

rrobards@kumc.edu
	V: (913) 588-5069
	Public Sector
	Carol Marinovich

(Term expires June 2006)

	William F. Shipley

Project Manager
	A.L. Huber & Son

10770 El Monte

Overland Park, KS   66211

bshipley@alhuber.com
	V: (913) 341-4880

F: (913) 341-1940
	Private Sector
	Doug Wood

(Term expires June 2006)

	James Thompson


	Wyandotte Development, Inc.

727 Minnesota

P.O. Box 171337

Kansas City, KS   66101

jim@wydev.com
	V: (913) 371-3198

F: (913) 371-3732
	Private Sector, Economic Development
	Carol Marinovich

(Term expires June 2006)

	Lori Trumbo

Dean, Continuing Education and Community Services
	Kansas City Kansas Community College

7250 State Ave.

Kansas City, KS   66112

ltrumbo@toto.net
	V: (913) 596-9660

F: (913) 596-9663
	Adult Basic Education, Local Education
	Carol Marinovich

(Term expires June 2006)

	Bea Wake-Jasuta

Training Manager
	Hallmark

2813 Home Place

Leavenworth, KS   66048

Bwake1@Hallmark.com
	V: (913) 727-6692

F: (913) 727-2683
	Private Sector
	Don Navinsky

(Term expires June 2006)


K.
  YOUTH COUNCIL DIRECTORY

	County
	Name
	Agency & Address
	Phone Number
	Representation

	JO
	Ralph Beacham

      (Chair)
	Millcreek Center

311 E. Park

Olathe, KS. 66061
	V:  (913)  780-7026 or 741-0390

F:   (913) 780-8239

E: ralph.beacham@greenbush.org
	Local Education

	JO
	Tonya Everley
	Kansas School for the Deaf

450 East Park 

Olathe, KS. 66061
	V: (913) 791-0593

F:  (913) 791-0518

E: teverley@ksd.state.ks.us
	Local Education

	WY
	Kristine Knutter
	3402 NE 154th Terr.

Smithville, MO  64089
	V:  (816) 305-2596

E:  kklittlebit@hotmail.com
	Youth Participant

	JO
	Marya Schott
	United Community Services (UCS)

12351 W. 96th Terr.  Suite 200

Lenexa, KS. 66215
	V: (913)  438 - 4764

F:  (913)  492-0197

E.: maryaschott@ucsjoco.org

	Human  Services Organization

	WY
	Debra Burnham
	Kaw Valley Center

759 Vermont

Kansas City, KS 66101


	V:  (913) 621-4641

      Ext: 1243 

F:   (913) 621-1092

E.  dburnham@kvc.org
	Youth Services Agency

	LV
	Verla James
	Outfront-SMC

111 A-2 Delaware

Leavenworth, KS. 66048.
	V:  (913) 682-5857

F:   ((913)682-5830

E: outfront@kc.rr.com
	Local Education


L.
  MEMORANDA of UNDERSTANDING

M.   OTHER ATTACHMENTS

PUBLIC COMMENT(S) ON THE LOCAL AREA III PLAN

May 12, 2005

Scott Anglemyer

Executive Director

Workforce Investment Board

Local Workforce Investment Area III

707 Minnesota Ave., Suite M-4

Kansas City, KS 66101

Scott:

The WIA system and the One-Stop Centers have the potential to become a tremendous asset to both employers and job seekers in the three county area.

Given the diverse nature of the local economy and the variety of employment opportunities the Area III WIA could become the premier WIA system in the region with the successful execution of well-conceived plan.

I have enclosed several suggestions designed to improve the efficiency and effectiveness of the local One-Stop Centers.

The Wyandotte Serves and Works organization is ready to be an active partner in any new system that is developed. If you have questions, feel free to contact me at (913) 621-7440 ext. 102.

Sincerely,

Arthur R. Diaz

Program Director 

Wyandotte Serves and Works

Suggestions for the 2005 WIA Two-Year Plan

Aggressively promote the One-Stop to the business community as a valuable resource in finding qualified workers. There are several areas where this can occur. 1) Encourage companies to visit the One-Stop to learn about the no-cost resources that can be used to assist an employer in finding qualified applicants.  2) Describe the services to be offered in a “plain English” format that will encourage use by employers. 3) Create an “employer liaison” position whose function will be to serve as the primary point of contact for employers interested in using the system. This person would also perform outreach functions at meetings with the Chambers and other business related groups. 4) Invest in the training of all frontline staff so they are more expert on employment issues.  

Make the One-Stop experience as customer friendly and effective as possible.

Good customer service should be standard procedure.  Because many of the persons inquiring about the system are in difficult situations, staff should be trained on how to interact in a courteous and professional manner. Special emphasis should be placed on knowledge of employment issues and local training providers in staff job descriptions. If they are to provide legitimate guidance to job seekers, the level of knowledge must be increased dramatically.

Providing quality information and good direction should be more important than “following procedures”.

Improve system efficiency.  

Because funding is limited, providing services to those persons who will benefit the most is critical.  Improved screening mechanisms using an “intake specialist” staff person need to be established to increase the chances of success. This specialist would also be knowledgeable about other services and programs that may be able to assist persons not ready to benefit from the One-Stop offices.
Market the local One-Stop offices.

 Lots of misinformation still exists about what happens at the “unemployment office”.  Therefore, extensive marketing efforts in the community to raise awareness about the services offered at the One-Stop should be initiated. This could be accomplished by interfacing with various community organizations, not for profit coalitions as well as the media. Creating a “Community Liaison” position in order to establish and maintain contact with community-based organizations that serve many of the eligible populations would also be beneficial.  Annual open houses at the One-Stop centers would allow the community to experience the system as well. The branding of the One-Stop with new logos is an excellent first step in this direction.

Establish formal agreements with other local service providers.

Because there are many issues and barriers that prevent many of the job seekers from the targeted populations from being successful, other resources must be brought to the table.

Establishing formal referral agreements (both paid and unpaid) with appropriate resources will provide One-Stop frontline staff with necessary tools to improve service to its customers.

Improve the quality of the Workforce Investment Board. Aggressively recruit target segments of the employment community for the WIB.  High volume employers such as those at Village West, representatives of initiatives such as AIM-KC and Life Sciences as well as other chambers of commerce would be natural fits to add more private sector members to the WIB.

Conclusion:

Accomplishing these objectives may require radical changes in the way business is conducted at the local One-Stop Centers.  It will require a change in the mindset of staff and the board. It may even require the hiring of new staff and the reassignment of others.  However, the results of these changes will produce a community resource that all may be proud of.
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		WORKFORCE INVESTMENT ACT BUDGET FORM

		I.

				Name and Address:		Local Workforce Investment Area III

						552 State Avenue

						Kansas City, KS 66101										Budget Period

														From:		7/1/2005

				Prepared by:		Nanette L. Padilla								To:		6/30/2007

				Date:		5/6/05

		1. REPORTABLE CATEGORIES								2. Adult Program		3. Youth Program		4. Dislocated Worker Program		5. Total Local Admin.

		II. ALLOCATION

		Allocation								$   303,478.00		$   1,793,034.00		$   545,663.00

		Transfers

		Adjusted Allocation

		III. BUDGET

		Local Administration								$   30,347.80		$   179,303.40		$   54,566.30		$   264,217.50

		Technology/computerization outlays

		Program Outlays								$   273,130.20		$   1,613,730.60		$   491,096.70

				Outlays for Out-of School Youth								$   484,119.18

				Outlays for In-School Youth								$   1,129,611.42

				Outlays for Summer Employment Opportunities								$   255,000.00

		Total Program Outlays Budgeted								$   303,478.00		$   1,793,034.00		$   545,663.00

		IV. REMARKS:

																$   - 0

																$   - 0

		Signature														Date



Program Year of Funds: ___2005____

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

LWIA#    ___III___

Initial Budget_X__

Modification # __ ___ _________
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		WORKFORCE INVESTMENT ACT BUDGET FORM

		I.

				Name and Address:		Local Workforce Investment Area III

						552 State Avenue

						Kansas City, KS 66101										Budget Period

														From:		10/1/2005

				Prepared by:		Nanette L. Padilla								To:		9/30/2007

				Date:		5/6/05

		1. REPORTABLE CATEGORIES								2. Adult Program		3. Youth Program		4. Dislocated Worker Program		5. Total Local Admin.

		II. ALLOCATION

		Allocation								$   1,170,398.00				$   1,340,199.00

		Transfers

		Adjusted Allocation

		III. BUDGET

		Local Administration								$   117,039.80				$   134,019.90		$   251,059.70

		Technology/computerization outlays

		Program Outlays								$   1,053,358.20				$   1,206,179.10

				Outlays for Out-of School Youth

				Outlays for In-School Youth

				Outlays for Summer Employment Opportunities								$   - 0

		Total Program Outlays Budgeted								$   1,170,398.00				$   1,340,199.00

		IV. REMARKS:

																$   - 0

																$   - 0

		Signature														Date



Fiscal Year of Funds: ___2006____

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

Program Year of Funds:        1998

SDA #:     V

DATE:      8/3/98

LWIA#    ___III___

Initial Budget__X __

Modification # ______ _________
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Complaint Information Form U.S. Department of Labor                             
 Civil Rights Center     
 
1. Complaint Information 
 State your name and address 


  


  


  


 Social Security Number:   
 (disclosure of Social Security Number is voluntary) 


Your telephone number(s) 
 


Home 
            Area                  Number 
            Code 
 
Work 
            Area                  Number 
            Code 


2. Respondent Information 
Provide name and address of agency involved 


  


  


  


 


Telephone Number 
 


            Area                  Number 
            Code 


3. What is the most convenient time and place for us to contact you about this complaint? 


 


 


4. To your best recollection on what date(s) did the discrimination take place? 


    
 Date of first occurrence  Date of most recent occurrence 


5. Have you ever attempted to resolve this complaint 
 at the local level? 


   No   Yes 


 


a. Have you been provided with a final decision 
at the local level regarding your complaint? 


   No   Yes 


Date of final decision ( if any) 
 


b. Have 90 days elapsed since you filed or  
attempted to file your complaint at the local level? 


   No   Yes 


Date you filed or attempted to file 
your complaint at the local level 


6. Explain as briefly and clearly as possible what happened and how you were discriminated against.  
Indicate who was involved.  Be sure to include how other persons were treated differently from you.  
Also attach any written material pertaining to your case. 


 


 


 


 


 


 


 


 


 


 


 
For DOL Use Only 


CIF received by CRC    Accepted   Not Accepted Case Number 


By        Date


7. To the best of your knowledge, which of 
the following Department of Labor 
programs was involved? (Check one) * 


  Workforce Investment Act (WIA)   MSHA 
  Welfare to Work   OSHA 
  Job Training   WIN 
  Job Corps 
  Youth 
  Unemployment Insurance 
  Apprenticeship 
  Older Americans 
  New Directions 
  Displaced Worker 
  Other: Specify   
* At the local level, these programs 
may be known by a different name 


8. Basis of Complaint: Which of the follow-
ing best describes why you believe you 
were discriminated against: (check) 


  Race: Specify   
  Color: Specify   
  Religion: Specify   
  National Origin: Specify  
    
  Sex: Specify  Male  Female 
  Age: Specify Date of Birth 
    
  Disability  
    
  Political Affiliation: Specify  
    
  Citizenship: Specify  
    
  Reprisal/Retaliation  
    
  Other: Specify   


9. Do you think the discrimination against 
you involved: (Check one) 


  Your job or seeking employment? or 
  Your using facilities or someone 


providing/not providing you with 
services or benefits? 


If so, which of the following are involved? 
  Hiring 
  Transition 
  Wages 
  Job Classification 
  Discharge/Termination 
  Promotion 
  Training 
  Transfer 
  Qualification/Testing 
  Grievance Procedure 
  Layoff/Furlough 
  Recall (From Layoff-Furlough) 
  Seniority 
  Intimidation/Reprisal 
  Harassment 
  Access/Accommodation 
  Union Activity 
  Union Representation 
  Application 
  Enrollment 
  Referral 
  Exclusion 
  Placement 
  Benefits 
  Performance Appraisal 
  Discipline/Reprimand 
  Other: Specify      


 







10. Why do you believe these events occurred? 


 


 


 


 


 


 


 


 
11. What other information do you think is relevant to our investigation? 


 


 


 


 


 


 


 


 
12. If this complaint is resolved to your satisfaction, what remedies do you seek? 


 


 


 


 


 


 


 


 
13. Please list below any persons (witnesses, fellow employees, supervisors, or others) that we  


may contact for additional information to support or clarify your complaint. 


Name Address Telephone Number


 


 


 


 


 


 


 


 


 
Signed (Complaint NOT VALID unless signed) Date 
 
 


14. Do you have an attorney? 
  Yes   No 
If yes, please provide name, address and 
phone: 
  


  


  


  


15. Have you filed a case or complaint 
with any of the following? 


  Civil Rights Division, U.S. Dept. of Justice 
  U.S. Equal Employment Opportunity 


Commission 
  Federal or State Court 
  Your State or local Human 
  Relations/Rights Commission 


16. For each item checked in #15 above, 
please provide the following information: 


Agency:   


Date Filed:   


Case or Docket Number:   


Date of Trial or Hearing:   


Location of agency or Court:   


  


Name of Investigator:   


Status of Case:   


  


  


Comments:   


  


  
……………………………………………… 


Agency:   


Date Filed:   


Case or Docket Number:   


Date of Trial or Hearing:   


Location of agency or Court:   


  


Name of Investigator:   


Status of Case:   


  


  


Comments:   


  


  


 







U.S. Department of Labor, Civil Rights Center 
 


NOTICE ABOUT INVESTIGATORY USES OF PERSONAL INFORMATION 
 
Two Federal laws govern personal information to Federal Agencies, including the Civil Rights Center (CRC): the Privacy Act of 1974 
(5 U.S.C. 552) and the Freedom of Information Act (5 U.S.C. 552) or “FOIA”.  Please read this description of how these laws apply 
to information connected with your complaint.  After reading this notice, please sign and return the consent agreement printed on the 
back of this notice, along with your complaint form. 
 
The PRIVACY ACT protects individuals from misuse of personal information held by the Federal government.  The law applies to 
records that are kept and can be located by the individual’s name, social security number, or other personal identification system.  
Anyone who submits information to CRC in connection with a discrimination complaint should know the following: 
 


• CRC has been authorized to investigate complaints of discrimination on the basis of race, color, national origin, 
age, and handicap, and in some programs on the basis of sex, religion, citizenship, and political affiliation or 
belief, in programs that receive Federal funds through the Department of Labor.  CRC is also authorized to 
conduct reviews of federally funded programs to assess their compliance with civil rights laws. 


 
• Information that CRC collects is analyzed by authorized personnel within CRC.  This information may include 


personnel or program participant records, and other personal information.  CRC staff may want to reveal some 
of the personal information to individuals outside the office in order to verify facts related to the complaint, or to 
discover new facts which will help CRC determine whether the law has been violated.  Such information could 
include, for example, the physical condition or age of a complainant.  CRC may also have to reveal personal 
information to a person who submits a request for disclosure authorized by the Freedom of Information Act. 


 
• Information submitted to CRC may also be revealed to persons outside of CRC because it is necessary in order 


to complete enforcement proceedings against a program that CRC finds to have violated the law or regulations.  
Such information could include for example, the name, income, age, marital status or physical condition of the 
complainant. 


 
• Any personal information you provide may be used only for the specific purpose for which it was requested.  


CRC requests personal information only for the purpose of carrying out authorized activities to enforce, and 
determine compliance with, civil rights laws and regulations.  CRC will not release personal information to any 
person or organization unless the person who submitted the information gives written consent, or unless 
release is required by the Freedom of Information Act. 


 
• No law requires that a complainant reveal personal information to CRC, and no action will be taken against a 


person who denies CRC’s request for personal information.  However, if CRC cannot obtain the information 
needed to fully investigate the allegations in the complaint, CRC may close the case. 


 
• Any person may ask for, and receive, copies of all personal materials CRC keeps in his or her file for 


investigatory use. 
 
AS A POLICY, CRC DOES NOT REVEAL NAMES AND OTHER IDENTIFYING INFORMATION ABOUT INDIVIDUALS UNLESS IT 
IS NECESSARY TO COMPLETE INVESTIGATION OR ENFORCEMENT ACTIVITIES AGAINST A PROGRAM WHICH HAS 
VIOLATED THE LAW.  CRC never reveals to the program under investigation the identity of the person who filed the complaint, 
unless the complainant first gave CRC written permission to do so. 
 
The FREEDOM OF INFORMATION ACT (FOIA) gives the public maximum access to Federal government files and records.  
Persons can request, and receive, information from many types of records kept by the Government-not just materials that apply to 
them personally.  The Civil Rights Center must honor most requests for information submitted under FOIA, but there are exceptions. 
 


• CRC is usually not required to release information during an investigation or an enforcement proceeding if that release 
would limit CRC’s ability to do its job effectively; and 


 
• CRC can refuse to disclose information if release would result in a “clearly unwarranted invasion” of a person’s privacy. 


 
PLEASE READ AND SIGN SECTION A OR SECTION B OF THE CONSENT FORM, PRINTED ON THE BACK OF THIS NOTICE, 
AND RETURN IT TO THE CIVIL RIGHTS CENTER WITH YOUR SIGNED, COMPLETED COMPLAINT INFORMATION FORM. 







CONSENT FORM 
 
I have read the Notice about Investigatory Uses of Personal Information, printed on the front of this form.  I understand the following 
provisions of the Privacy Act and Freedom of Information Act, which apply to personal information I reveal to the Civil Rights Center 
in connection with my complaint: 
 


In the course of investigating my complaint, CRC may have to reveal my identify to staff of the program named in my 
complaint in order to obtain facts and evidence regarding my complaint; 
 
I do not have to reveal any personal information to CRC, but CRC may close my complaint if I refuse to reveal 
information needed to fully investigate my complaint; 
 
I may request and receive a copy of an personal information CRC keeps in my complaint file for investigatory uses; and 
 
Under certain conditions, CRC may be required by the Freedom of Information Act to reveal to others personal 
information I have provided in connection with my complaint. 


 
 
 
 


  
SECTION A 
 


 YES, CRC MAY DISCLOSE MY IDENTITY IF NECESSARY TO INVESTIGATE MY COMPLAINT.  I have read and 
understand this notice, and I consent for CRC to process my complaint. 


 
 
 
 
     
  (Signature)   (Date) 


 
 
 
 
 


  
SECTION B 
 


 NO, CRC MAY NOT DISCLOSE MY IDENTITY, EVEN IF NECESSARY TO PROCESS MY COMPLAINT.  I have read 
and understand the notice, and I do not consent for CRC to disclose my identity during investigation of my complaint.  I 
request that CRC process my complaint, however, I understand that CRC may cancel my complaint if it cannot fully 
investigate without disclosing my identity.  I also understand that CRC may close my complaint if it cannot begin an 
investigation because I have not consented for CRC to reveal my identity. 


 
 
 
     
  (Signature)   (Date) 
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