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Section I - Strategic Plan 

A.
Local Plan Development Process


Describe the process used to ensure public input into the development of the plan.  Include a description of specific steps taken by the Local Board to provide an opportunity for input from representatives of business and labor organizations.

Local Workforce Investment Area V (LWIA V) is one of five Workforce Investment Areas in Kansas designated by the Governor under the Workforce Investment Act. Local Workforce Area V is comprised of the following seventeen counties in Southeast Kansas: Lyon, Coffey, Miami, Anderson, Linn, Greenwood, Woodson, Allen, Bourbon, Crawford, Neosho, Wilson, Elk, Chautauqua, Montgomery, Labette, & Cherokee.

The Chief Elected Officials (CEO) and the LWIA V have selected the Kansas Department of Commerce (heretofore known as Local Workforce Investment Area V Administrative Entity) as the grant administrator and program operator for youth, adult and dislocated worker services.    

The Kansas Department of Commerce operates an Area Administrative Office located in Pittsburg, Kansas as the designated administrative entity representative for LWIA V. The Workforce Investment Act (WIA) program administrators have responsibility for the development of the local comprehensive two-year plan, which describes the policies, procedures, and activities to be implemented in LWIA V under the Workforce Investment Act.
The Kansas Department of Commerce has been designated by the LWIB as the administrative entity for the Workforce Investment Act in LWIA V. The LWIB has designated that the Area V Administrative Office (AAO) will be maintained in Pittsburg, Kansas, and that Area Administrative staff will be housed within the AAO in Pittsburg. As the designated administrative entity for LWIA V, the Department of Commerce will have responsibility for the development of the comprehensive Two Year Strategic Plan, which describes the policies, procedures, and activities to be implemented in LWIA V under the Workforce Investment Act. 

The LWIA V plan will be consistent with the State plan.

The Local Workforce Invest Board (LWIB) will provide an opportunity for public input into the Area V Workforce Development Plan during a thirty-day period starting April 15, 2005, prior to submission to the Governor, which will include any public comments, as identified in Section 661.345 of the WIA regulations.  

Copies will be made available to the public through press releases indicating that copies of the plan are available to interested parties.

Public notices will be published in (newspapers) advising the public of the availability of the plan and how to receive a copy.  The public notice will also advise of the LWIB meeting on April 20, 2005 which will provide a public forum for comment on the plan.

LWIB members will be mailed a copy of the plan by April 15, 2005 and provided an opportunity to provide written comment.  The plan will also be on the agenda of the April 20, 2005 LWIB meeting for review and discussion by LWIB members.

The 30 day process will commence on April 15, 2005, and all comments received will be forwarded at the end of the comment period. At the end of the 30 day time period, the LWIB will address comments from the public and the Local Plan Review Team.

Summarize and include (as an Attachment) any comments received regarding the plan and include how these items were addressed by the Local Board.  (See attachments) 

B.
Vision and Goals
Describe the local vision and strategic goals developed in response to the Federal goals for the workforce investment system for this planning cycle.

The vision of the Kansas One-Stop system is to improve the state’s                        workforce and strengthen its economy by providing a system of information and One-Stop Career Centers that offer labor market data, provide access to career training and job placement services, and serve as the connection between employers and qualified workers.

Central to accomplishing this vision is the empowerment of Local Boards to determine and respond to local needs.   The Local Workforce Investment Boards, elected officials, partner agencies and employers work together to meet the needs of Local Area V communities.  This approach is designed to create a truly integrated One-Stop system.

Reflecting the State vision, the Local Workforce Investment Board vision for Local Workforce Investment Area V entails the following components:

· making local workforce investments that are linked to economic development initiatives and local economic development agencies;

· enhancing economic development by making workforce investments in high skill/high-wage career paths in growing or emerging industries;

· streamlining workforce development service delivery across partners;

· empowering job seekers and maximizing customer choice through organizing the area’s workforce development resources for adults and dislocated workers through a one-stop delivery system;

· maximize employers’ ease of access to the workforce development system by providing streamlined one-stop access and benefit points for employers; and

· coordinate youth initiatives to maximize the availability of workforce development resources across potential points of access to the system by youth. 

The LWIB goals call for accomplishing the following over the next two years in Local Workforce Investment Area V:

· Comprehensive One-Stop Centers that deliver integrated, seamless delivery of services;

· A demand-driven workforce system governed by a business-led Workforce Investment Board;

· Maximum flexibility in tailoring service delivery and making strategic investment in workforce development activities to meet the needs of the local Area V economy and labor market;

· Offer customers informed choices based on quality workforce information and access to quality training providers; and 

· An adult and dislocated worker program focused on hard-to-serve populations with emphasis on increased accountability for employment, and for youth, increased accountability for employment and/or increased secondary and post-secondary education outcomes.

C.
Assessment of Labor Market Needs
Describe how the workforce investment needs of the businesses, job seekers, and workers in the local area are identified, how this information is kept current, and how it is made available for review.  (Refer to the Kansas Department of Labor, Labor Market Information Services website at http://laborstats.hr.state.ks.us/reports/wpg/wpg.htm).

Local Area V will initiate several key strategies for meeting the workforce investment needs of businesses & job seekers;

· Strengthen the linkages between the workforce development system and local  economical development entities

· Direct workforce development resources into high skill and high wage industries, as well as emerging industries or industries targeted for expansion

· Develop and expand the current Local One-Stop Workforce Centers into comprehensive one-stops that include Business Services. This allows businesses a one stop access point for handling recruitment, taking applications, interviews, workforce related information on tax credits, labor market information, , etc., as well as current posting of job vacancies and accessing current resumes by use of Kansas Job Link. 

Describe how job skills necessary to obtain current employment opportunities in the local area are identified, how this information is kept current, and how it is made available for review (i.e. Kansas JobLink real-time Labor Market Information).

The Local One-Stop Workforce centers allow an access point for job seekers to current job listings, career center services (create resumes, interview materials, videos, books, internet access) through use of Kansas Job Link.

D.
One-Stop Delivery System
Describe the local One-Stop delivery system established by the Local Board.  The system must include at least one comprehensive physical location that provides the core services specified in WIA Section 134(d)(2) and must provide access to other programs and activities carried out by the One-Stop partners.  Describe any additional comprehensive centers, networks of affiliated One-Stop sites, or specialized centers that address specific needs.

The Local Area V One-Stop Center System includes four LWIB certified One Stop Workforce Centers, located in Pittsburg, Emporia, Chanute & Independence.  Each of theses centers are Department of Commerce Workforce Centers, which are staffed by Commerce employees representing WIA related programs, Wagner-Peyser, and Veterans services.

In addition, the LWIB has designated that the Local Area V Administrative Office will be located in Pittsburg, Kansas, and that the Local Area administrative staff will be located within the AAO in Pittsburg.
Describe how available resources (WIA, Wagner-Peyser, and others) are utilized within the local One-Stop delivery system to provide core and intensive services.

All of the area Workforce Centers provide core and intensive services as specified in the Workforce Investment Act Sections 134(d)(2) and 134 (d)(3), as well as access to other programs and resources. Core services are offered through self service through Kansas Job Link, or by staff assistance with customers. The decisions on which core services to provide are made on a case-by-case basis with the local staff, based upon the needs of the individual. Individuals are offered initial assessments, as well as job search and placement assistance, at a minimum before receiving intensive services. Intensive services are delivered on a case-by-case basis with individuals, which may include staff assisted services in the Workforce centers, or through contracts or agreements with local service providers.
Identify the One-Stop operator within the local area. Identify whether the     designation of the One‑Stop operator was a result of a competitive selection or an agreement between the Local Board and a consortium of at least three or more mandatory One-Stop partners.  Identify whether the designation(s) are the result of a prior decision made by the Local Board and the CEO. (WIA Section 121(e)).  

The Area V LWIB & CEO have designated the administrative entity, the Kansas Department of Commerce, as the One Stop operator in Area V. The Department of Commerce has developed a One-Stop Center System of information and service delivery that is customer driven and designed to provide maximum choices in the training, education, supportive services, and economic development needed to make southeast Kansas competitive in the 21st century.  This system, Kansas JobLink, serves as a means of centralizing workforce development services for the convenience of the customer, reduce duplication of services and procedures, and provide direct linkages with economic development, business, education, and related supportive services.  This system will benefit job seekers and employers by providing services that are seamless, universally accessible, and customer driven.  System performance is maximized through efficiency increases, duplication reduction, and use of customer feedback for continuous improvement and to ensure value added services. The designation of the One-Stop is the result of a prior decision made by the LWIB and CEO, based upon WIA Section 121(e).

Identify the local fiscal agent or entity responsible for the disbursals of grant funds and the administrative entity selected to administer the local plan.  Include agreements/contracts between the CEO and the Local Board for fiscal agent services or administrative entity services as Attachment B.

The Kansas Department of Commerce has been designated as the administrative entity selected to administer the Local Plan, as well as the fiscal entity responsible for disbursals of grant funds.

Describe the process for ensuring the continuous improvement of eligible providers of services through the local One-Stop delivery system, and for ensuring that such providers meet the employment needs of employers and participants.

Local Area V supplies individuals with distinctive quality information concerning approved eligible training providers to assist the customer in choosing a training provider that best meets their educational needs. The One-Stop system provide customers with a list of eligible training providers, by posting the State Eligible Training Provider listing on the Kansas Job Link. This system also provides the customers with statistical data including training provider & program information, costs, credit hours, and training providers performance. The intent is to assist the customers in every way possible to make wise choices in regards to selecting a good training provider. Training providers must make initial application locally for inclusion on the State ETP list, then must make subsequent application every 12 months. Subsequent approval is done locally by administrative entity, and would include meeting the ETP performance standards as defined by the State.

Describe the locally developed Individual Training Account (ITA) system.

The Workforce Investment Act Title I has shifted the focus of training expenditures to an individual voucher system. Individual Training Accounts (ITAs) were created with the intent to give individuals the major responsibility and the personal decision-making power to “purchase” training services they select in consultation with a case manager. Local Workforce Investment Area V provides ITA’s for qualified adults and dislocated individuals in need of financial assistance to enable the customer to obtain the education, occupational training, and/or job skills training necessary to establish a career.

Individual Training Accounts are issued in the form of a “voucher” which is personally carried to the training institution by the customer. The Individual Training Accounts may be used at any approved training institution for the payment of tuition, books, related fees and supplies. The ITA’s will be issued for each Occupational Skills course of training. Services 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 Workforce Investment Area V will not provide Individual Training Accounts for classes which customers previously failed while using an Individual Training Account. The Kansas JobLink, ServiceLink, and FiscalLink components are used in Local Workforce Investment Area V as the management information system to facilitate the oversight and accountability of the Individual Training Accounts. The KJL ServiceLink System and KJL FiscalLink System will be utilized by Local Workforce Investment Area V to track the WIA participant eligibility status, the progress of the WIA Training, the amount of the ITA funds used, and the duration of the training.

Local Workforce Investment Area V supplies individuals with distinctive quality information concerning approved eligible training providers to assist the customer in choosing a training provider that best meets their educational needs. Not only does the One-Stop system provide customers with a list of eligible training providers, the One-Stop system also provides the customers with statistical data which will document the service providers’ performance standards. The intent is to assist the customers in every way possible to make wise choices in regards to selecting a good training provider.

Describe any limitations, such as dollar amount and/or duration, placed on ITAs.

Local Workforce Investment Area V has established the amount of ITA’s for training to be limited to a total not to exceed more than $3,000 per participant, per program year. 

Describe any Local Board policies and procedures established to ensure that any exception to the use of ITAs are consistent with the exceptions contained in WIA Section 134(d)(4)(G)(ii).

Any exceptions to this limited amount must be reviewed by the Local Workforce Investment Administrative Office, who has the option to approve additional training expenditure based on need and performance. 

Describe (or include as an Attachment) the Local Board policies and procedures in place to competitively award grants and contracts for activities and services other than though ITAs.

Training providers must consider the availability of other sources of grants such as state-funded grants and Federal Pell grants, so that WIA funds supplement other sources of training grants. 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 Individual Training Accounts can be utilized.  On-the-job training contracts with employers and customized training contracts are two that are specifically authorized.

Describe how faith-based and community organizations are integrated into the WIA system at the local level including the following:

· Methods for expanding access to the training, jobs, and career services offered by the One-Stop Centers to clients and customers of faith-based and community organizations; and

· Methods for increasing the number of faith-based and community organizations serving as committed and active partners in the local One-Stop delivery system.

There are several methods for expanding access to training, jobs and career services to faith-based and community organizations and to encourage them to become partners in the Workforce Centers. Outreach through job-fairs, expositions, Chamber of Commerce events and economic development committees have been and will continue to be excellent avenues for attracting faith-based and community based organizations to services provided in the Workforce Centers and for them to become paying partners. Furthermore, five WIB members are from CBO’s and those members help integrate their activities and promote their services directly to One-Stop Centers.  

In the event that the Local Workforce Investment Board makes the determination that a gap in the local training system does exist, faith-based and community based organizations are informed and encouraged to fill that gap. The intent is to provide essential training which is missing in the system. Training providers operating under the Individual Training Account exceptions must still meet the qualifications as an eligible provider.

The Local Workforce Investment Board awards grants and contracts to various entities that provide training essential to skill development for demand occupations and for other activities and services that enhance employment opportunities, through a competitive Request-for-Proposal process.  The policies and procedures for competitive awards are the same as those as adopted by the Kansas Department of Commerce.

The Local Workforce Investment Board will establish a Program Evaluation Committee, who will be responsible for reviewing proposals that are 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 Local Workforce Investment Board for discussion and final funding decisions.

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 Local Workforce Investment Board

If the Local Board is an alternative entity and does not include representatives of all One-Stop partners under WIA Section 117(b) on the Board, explain the methods the Local Board uses to ensure an ongoing role in the local workforce investment system for the membership group(s) not represented. 

The Area V Local Workforce Investment Board is an alternative entity that does not include all representatives of all One-Stop partners on the Board. Local Workforce Investment Area V provides an ongoing roll for unrepresented memberships through the establishment of an advisory committee made up of unrepresented members that provide input into the local plan or other policy development. Terms of Memorandums of Understanding (MOU’s) are negotiated with all entities carrying out partner programs (including partners not represented on the Local Workforce Investment Board.

E.
Adult and Dislocated Worker Services

Describe the adult and dislocated worker employment and training activities available in the local area.

Customers have access to adult and dislocated worker employment and training services in each One-Stop in Local Area V, including, but not limited to; directions for filing for unemployment insurance benefits, a variety of self-directed and formal assessments, vocational counseling, career planning, job-search workshops, labor-exchange services, training opportunities available on the State Eligible Training Provider list, other WIA related training services such as Occupational Skills Training, On-the-Job Training, Adult Education and Literacy Activities, Work Experience, Job Readiness Training, Out-of-area Job Search, Job Search and Placement Assistance and other specialized services designed to meet the needs of this group.
Describe methods used to coordinate rapid response activities within the local area, including coordination with Commerce.

Local Area V ensures local rapid response activities comply with policies and procedures established by the state. The Area V Rapid Response Coordinator is located at the Area Administrative Office, and serves as a liaison between the Area and the State Dislocated Workers Unit (DWU) in Topeka. The Area coordinator is responsible for establishing the Rapid Response meetings with employers, assembling the Rapid Response team (including local WIA &Wagner-Peyser staff, local training providers, and other local service providers), & conducting the meeting, and the follow-up with employers. All business closings/layoffs are entered into the Kansas Job Link system by Area RR coordinator. The State DWU provides RR materials (packets, booklets, etc.) used in RR meetings, and the Area RR coordinator is responsible for contacting the State DWU to obtain the materials, as well as keep State DWU informed of the meeting dates/activities. A performance survey is conducted at the conclusion of every RR meeting, and a roster of attendees is also taken, and these are both forwarded onto the State DWU after each RR meeting.

Describe the Local Board policy and procedures for determining priority of services to persons most in need (WIA Section 134(d)(4)(g)(iv)(IV)).  

Based upon prior years of WIA funding in Local Area V that the funds are determined to be limited in relationship to the anticipated population to be served, individuals on government assistance and low-income individuals are given priority for intensive and training services. This includes “underemployed” individuals who need to upgrade skills training. Individuals who meet this priority determination are served on a “first-come, first-serve” basis as long as funding is available

Describe the Local Board policy and procedures for providing priority of services for veterans and other covered persons who apply for services through any WIA Title I-B funded program.

Veterans and other eligible persons who received other than “dishonorable discharge” (which may include National Guard or Reserve personnel) are given priority over non-veterans for the receipt of any Employment and Training Administration programs, under state policy #2-06-00, and under changes made to title 38, U.S.C. Chapters 41 and 42 under the priority of service provisions of the Jobs for Veterans Act.

F.
Youth Services 

Describe the youth program services provided in the local area and a description of the methods used to provide the ten program elements by WIA within those services (WIA Section 664.410).

Youth Programs are required to include ten program elements. Local Area V contracts with area teachers and paraprofessionals to provide five of the ten program elements listed below; services provided to youth are determined by the assessment process. Elements provided by teachers and paraprofessionals include;

· Tutoring, study skills training including instruction leading to completion of secondary school. 

· Leadership development opportunities, 

· Mentoring  

· Comprehensive guidance and counseling. 

· Follow-up services. 

The other five elements are provided to area youth through direct services by local Workforce Center case managers. Services provided by case managers are determined by the assessment process. Elements include; 

Direct referral and/or enrollment into;

1. Alternative secondary school services

2. Summer employment opportunities

3. Paid and unpaid work experience, including internships and job shadowing

4. Occupational skill training

5. Support services

LA V also has RFP’s with two local Community Colleges that specifically provide year around services to older and out of school youth. The RFP requires that all ten elements be provided to area youth through direct or through coordination with and referral to other resource agencies.

The design of Local Workforce Investment Area Youth Program is under the guidance of the Local Workforce Investment Area V Youth Council. The Youth Program includes the ten program elements as listed in the WIA Federal Regulations Section 664.410. The Area V Local Workforce Investment Board V has selected the Kansas Department of Commerce as the administrative entity/sub-recipient, who works with the Youth Council and the Local Workforce Investment Board to identify successful providers of youth services. In order to insure success of programs, local monitoring is performed by the administrative entity. Corrective action is taken if providers do not perform successfully. 
 

The purpose of Workforce Investment Act programs for youth include: 

· 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. 

 

All youth programs must include the following: 

· provide an objective assessment of the academic levels, skill levels, and Service needs of each participant, which assessment 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 such participants, 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;

· the program determines it is appropriate to use a recent service strategy developed for the participant under another education or training program; and provide:

· develop 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 pursuant to subparagraph (A), except that a new service strategy for a participant is not required if the provider carrying out such a programs carried out under this section to volunteer assistance to participants in the form of mentoring, tutoring, and other activities  

· preparation for postsecondary educational opportunities, in appropriate cases; 

· strong linkages between academic and occupational learning; 

· preparation for unsubsidized employment opportunities, in appropriate cases; 

· effective connections to intermediaries with strong links to the job market and local and regional employers  

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

· coordination with programs between the Youth Council and educational  agencies responsible for services to participants

· opportunities for individuals who have successfully participated in the following program elements are available to youth participants using a comprehensive service delivery strategy: 

Describe methods used by the Local Board to identify successful providers of youth services, including corrective action when providers do not perform. 

LA V maintains a list of service providers. The list includes all school districts in the area, prior and current youth providers and any community agency requesting to be added to the list. Recommendations for additions to the list come from a variety of sources, including but not limited to the WIB, the Youth Council, customers, partner agencies, current providers and Workforce Centers. 

Part of the RFP criteria includes a requirement the proposed provider demonstrate prior success in serving youth with barriers to successful employment and training. Once a provider is awarded a contract, they are monitored by the LA V administrative staff. The Community College RFP’s complete a quarterly report which details project management, operations and performance. Concerns are addressed as they occur. 

Contracts with mentors are completed on an individual basis and are under the supervision of Workforce Center case managers. Contracts with mentors are dependent upon performance and success with individual youth.  

A. The Local Workforce Investment Board shall ensure that each participant or applicant who meets the minimum income criteria to be considered an eligible youth shall be provided information on the full array of applicable or appropriate services that are available through the local board or other eligible providers or One-Stop referred individuals who are offenders or other eligible youth who face serious barriers to employment as identified by the Local Workforce Investment Board . 

 

Prohibition Against Federal Control Of Education. 

 

No department, agency, officer, or employee of the United States shall exercise any direction, supervision, or control over the curriculum, program of instruction, administration, or personnel of any educational institution, school, or school system, or over the selection of library resources, textbooks, or other printed or published instructional materials by any educational institution, school, or school system. 

 

Non-duplication

 

All of the funds shall be used in accordance with the requirements of the Workforce Investment Act.

 

No funds described in paragraph (A) shall be used to provide an activity for eligible youth who are not school dropouts if participation in the activity would interfere with or replace the regular academic requirements of the youth. 

 

Provide the local definition of “faces serious barrier to employment” as it pertains to the five percent exception to serving youth who are not low-income individuals (WIA Section 664.220).

Exceptions 

 

Not more than 5 percent of participants assisted under this section in the local area may be Individuals who do not meet the minimum income criteria to be considered eligible youth, if such individuals are 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 to the age of the individuals. 

· Individuals who are pregnant or parenting. 

· Individuals with disabilities, including learning disabilities. 

· Individuals who are homeless or runaway youth. 

· Individuals who are offenders. 

· Other eligible youth who face serious barriers to employment as identified by the local board.

 

The Youth Council makes recommendations to the Local Workforce Investment Board regarding other serious barriers to employment.

 

The Local Workforce Investment Board may not use eligibility for free lunches under the National School Lunch Program as an additional barrier for the 5 percent who do not meet income criteria.

 

B. Activities and services, including the ten mandatory program elements listed in WIA Section 129(c)(2) and described in this plan's Section VI. A. above, are made available as options for youth participants. Among the organizations that have provided successful youth activities and services throughout the Local Workforce Investment Area V  are local Community Colleges, The Farm, SEK Education Center, SEK-CAP, SEK-Special Education Cooperative, Flint Hills Special Education Cooperative, SRS Independent Living Coordinator, TRI-KO, Inc., and the Juvenile Justice Authority.   

 

Local Area V's Workforce Investment Board identifies eligible providers of youth activities, based on the recommendations of the Local Workforce Investment Board’s Youth Council and on the criteria set out in the State Plan. Providers are procured in compliance with the Kansas Department of Commerce Fiscal Policies and Procedures Manual.
 
Provide the local definition of “requires assistance to complete an educational program or to secure and hold employment” as it pertains to the sixth youth eligibility criterion (WIA Section 101(13)©(vi)).

Definition of Sixth Low-Income Youth Eligibility 
 

The Workforce Investment Act (WIA) allows local definition of its sixth low-income youth eligibility criterion for Title I Local Workforce Investment System services. This criterion is listed in WIA Section 101 (13)(C)(vi) as an individual who requires additional assistance to complete an educational program, or to secure and hold employment. 

            

Local Area V's Workforce Investment Board defines an individual who requires additional assistance to complete an educational program as one who:

· previously dropped out of an educational program, or 

· has poor attendance patterns in an educational program during the last  12 calendar  months, or

· has below average grades 

 

Local Area V's Workforce Investment Board defines individual who requires additional assistance to secure and hold employment as one who:

· has no vocational/employment goal, or 

· has a poor or no work history, or 

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

G.
Wagner-Peyser Services

Describe the Local Board policies and procedures to assure labor exchange services are not duplicated within the local One-Stop delivery system and to assure job seekers and businesses are able to find the services they need in the One-Stop delivery system and frequently under one roof in easy-to-find locations.

In Local Workforce Investment Area V Wagner-Peyser staff will be located in the One-Stop Centers which ensures Wagner-Peyser services such as labor market exchange are directly available in the One-Stop setting. Work applications will be received from job seekers, job orders will be received from employers and a match will be affected resulting in a job referral directly in the One-Stop Centers. Job seekers will be encouraged to do their own job search on the computers available in the Resource Center of the One-Stops, or from another location where the jobs are listed on the internet.  Employer job openings are transmitted between Local Areas by virtue of the statewide Kansas JobLink system.  Job openings are sent to all states through the use of the Interstate Job Bank, America’s Job Bank system.
Describe the Wagner-Peyser employment related labor exchange services provided in the local area, including but not limited to job search assistance, job referral, and placement assistance for job seekers, re-employment services to unemployment insurance claimants. Include other job seeker services that may be available such as assessment of skill levels, abilities and aptitudes, career guidance, job search workshops, and referral to training. Detail methods of services delivery including self-service, facilitated self-help services, and staff assisted service delivery approaches.

Wagner-Peyser staff will assist in providing core services to individuals visiting the One-Stop Centers.  Individuals who are unable to find jobs through self-directed services may be assisted by Wagner-Peyser staff. 

Labor market information such as the Occupational Outlook Handbook, Quarterly Report of Labor Supply and Demand and other labor market information are available for use by the applicant in any of the local One-Stop Centers.

All staffing requirements, shared expenses and technology requirements for the provision of labor exchange services will be covered in the Memorandum(s) of Understanding entered into between the Local Workforce Investment Board and the One-Stop partners.  The Memorandum of Understanding and establishment of a cost allocation plan will ensure 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. 

One-Stop Career 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 Memorandum of Understanding process will certify all efforts will be made to prevent duplication of services to customers through the implementation of a continuous improvement process.

Describe services offered to employers in the local area in addition to referral of job seekers to available job openings (i.e. assistance in developing job order requirements; assessment to match job seeker experience with job requirements, skills, and other attributes; assisting with special recruitment needs, arranging Job Fairs, analyzing hard-to-fill job orders, assisting with job restructuring, helping employers respond to layoffs). 

In addition to labor exchange services provided to employers through the One-Stop system, other services will include the following:
· Job Development

· Applicant Screening

· Applicant Testing

· Applicant Referral

· Referral to other agencies providing employer services

· Access to direct entry of openings through the Kansas JobLink 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

· The delivery of these and other services through the One-Stop system will be governed by the MOU process.

Describe efforts made to reach out to employers who receive Kansas Industrial Training (KIT) grants who have not previously used Wagner-Peyser services.

The Department of Commerce has an Economic Development Representative stationed in the Pittsburg Workforce Center who is responsible for working with KIT grants in Area V, and who coordinates with Area V Workforce Center Managers and staff in making employers aware of Wagner-Peyser services available in their locale. In addition, information of KIT grants is available in reach of the Area One-Stop Workforce Centers.

Describe methods used to disseminate information about the availability of the   Work Opportunity Tax Credit (WOTC), the Federal Bonding program, and Registered Apprenticeship opportunities.

Information on the Work Opportunity Tax Credit (WOTC), the Federal Bonding Program, and Registered Apprenticeships are available at all 4 Area One-Stop Workforce Centers. The Department of Commerce administers all three programs in the State and information on process, procedure and necessary forms can be obtained at the Centers. 

Describe Local Board policies and procedures to assure that job seekers who are Veterans receive priority referral to jobs and training as well as special employment services and assistance.  

Accomplishment of Intake, Assessment, Registration and Follow-up for Veterans and other eligible persons seeking service through the Local Area V 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 transitioning service members.  In Local Area V, Disabled Veterans Outreach Program (DVOP) staff, who have received specialized training in providing case management to veterans, are available to provide these services to veterans. If DVOP staff are 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 applicants will be strongly encouraged to register for labor exchange services during their first visit.  Once intake and registration have occurred, DVOP staff will perform an assessment of the veteran’s needs and initiate case management services if necessary.  Each month, DVOP staff performs follow-up activities contacting veterans and other eligible persons actively seeking service to determine their current status.  Those who have not obtained employment through initial services are actively encouraged to return for additional services Veterans and other eligible persons receive mediated services and non-mediated services through the Local Area V 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 JobLink, America’s Job Bank and America’s Career Kit. While these tools are available without registration, veterans and other eligible applicants 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 persons, 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 all the other programs in the One-Stop Center. 

Through the Local Area V One-Stop System, 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, and campaign badge veterans, veterans with barriers to employment and transitioning service members 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.

Describe methods used to provide case management services to veterans, to include the following:

a) Assigning and managing case management services;

b) Maintaining case management records; and

c) Providing outreach to populations most in need. (i.e. recently separated, disabled, female and minority veterans).

Local DVOP staff, who have received specialized training in providing case management to veterans, are available to provide these services to veterans.  If DVOP staff are not available to provide the services to veterans these services will be provided by other staff members on a priority basis.  Staff will target special disabled veterans, disabled veterans, campaign badge veterans with barriers to employment, transitioning service members and veterans with multiple barriers to employment for case management services.

Describe linkages among the Department of Veterans Affairs, any Veteran Service Organizations (i.e. American Legion, Disabled American Veterans, Veterans of Foreign Wars), the Disabled Veterans Outreach Program, and the Local Veterans Employment Representative Program.

DVOP staff contact Veterans’ Service Organizations on a reoccurring basis as part of their outreach programs.  Information concerning veterans’ programs and initiatives is shared as American Legion, Disabled American Veterans and Veterans of Foreign Wars and DVOP staff.

Describe Local Board policies and procedures to assure that Wagner-Peyser funded activities provide specialized attention and service to individuals with disabilities, ex-offenders, youth, minorities, and older workers. 

Local Area V follows Department of Commerce policies concerning providing specialized attention to individuals with disabilities, ex-offenders, youth, minorities and older workers, through Wagner-Peyser funded activities:

Disabilities: Local area V serves individuals with disabilities through special designated service areas located in each of the 4 Local One-Stop Workforce Centers. Included in these designated areas of each office is special equipment to allow disabled individuals’ the same ability to access all services as all other individuals have. The Area follows DOC Policy and Procedure under Policy # 1-12-00.  The State of Kansas has developed an initiative supported by U.S. Department of Labor Grant Agreement IG‑12095-02-06 that goes beyond the designation of only one person in each office to be responsible for services to the disabled.  This initiative also ensures that technical assistance needs related to services to the disabled are identified and successfully addresses the following:

· Improving the knowledge, skill, and resources for One-Stop staff serving persons with disabilities.

· Increasing the availability and scope of assessment, assistive technology, and employment counseling and useful information available for persons with disabilities seeking employment.

· Marketing resources to the local communities, especially to adults with disabilities and their potential employers.

The initiative provides a comprehensive set of materials useful for both One-Stop staff development activities are available through the Disability Resources web site.  These address several concerns identified by One-Stop staffs and their customers to include the following:

· Staff self‑assessment;

· Resources checklist;

· Comprehensive searchable database of relevant community resources;

· Career Guidance process sensitive to the needs of adults with disabilities; and

· Online version of the Adult Learning Disabilities Screen Tool (ALDS).

A Quick Reference Guide to the Disability Resources web site has been disseminated to all Wagner-Peyser funded locations.  The Guide is a three-ring binder containing descriptions of web site materials and tips for its effective use.

· Ex-offenders: Area V currently has staff involved in training to deliver special services to ex-offenders to assist them in their individuals workforce needs. Staff are aware of WOTC potential to assist this population

· Youth: Described under the Youth Services part of Local Plan (Section I. F.)

· Minorities: Area V coordinates with any area service agencies specialized in minority services and adheres to the Equal Opportunity and Affirmative Action section of Local Plan (Section II. E.)

· Older Workers: Area V coordinates workforce services for older workers through local area agencies that serve the older worker population, such as Area Agency on Aging and the Older Kansans Employment Program.
Describe methods used in the local One-Stop delivery system to provide Wagner-Peyser to the agricultural community -- specifically, outreach, assessment, and other services to migrant and seasonal farmworkers and services to agricultural employers. Describe the Local Board policies and procedures to assure equitable services are provided to migrant and seasonal farmworkers.  (Note: One-Stop Centers designated as Migrant Seasonal Farmworker Outreach Offices will be required by the State Monitor Advocate to submit an additional comprehensive outreach plan separate from the local plan.)

Outreach: Efforts to reach or obtain information about Migrant and Seasonal Farm Workers (MSFWs) in Local Area V is accomplished through contact with agencies or community based organizations known to farm workers. 

Assessment: Local Area V will offer a full range of employment services to all migrant and seasonal farm workers that enter any of the One-Stop Centers in the Local Area.  MSFWs 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-and-paper).

Other Services: MSFWs have access to the same services available to all One-Stop system customers, including all core and intensive services.

Agricultural Employers: Agricultural employers have access to the same services available to all One-Stop employer customers, including job postings and labor exchange.

H. 
Performance Measures and Standards

Describe the process used to develop goals for measuring the performance of the local fiscal agent (where appropriate), local administrative entity (where appropriate), eligible providers, and the local One-Stop delivery system.  Include any numerical standards that have been established.

Area V will negotiate the Performance Measures and Standards for PY 2005 and beyond, with the State, based upon historical data of past performance, labor market trends, and other local information that are used in accordance with the performance measures as indicated in the Law; 

· core indicators of performance adopted by the state; 

· customer satisfaction indicators of performance as set by state plan; 

· any additional indicators of performance that the state may have incorporated in state plan, and; 

· any additional measures that may be adopted by the Area V LWIB. 

Local goals for measuring the performance of the administrative include monitoring reports, an annual audit, and success toward achieving WIA performance measures.  A clean audit reflects quality work and exceeding performance measures reflects favorably on the administration.  Local administrative entity performance is also measured by adherence to policies, procedures, and actions that are subject to review by the Local Board, CEO Board, and the United States Department of Labor.  

Eligible providers are evaluated based on program completion rates, placement rates, and earnings levels for WIA participants and all other participants in these programs. Ultimately, performance within each of these components of the service delivery system affects the overall performance of Area V.  

Describe the process used to determine local standards for each performance indicator identified in WIA Section 666.300.  (Provide as Attachment C the local standards that have been negotiated by the Local Board and CEOs for core indicators of performance and the customer satisfaction indicators). 

Local Area will negotiate local Area Performance Standards with the State for PY 2005 and beyond.

Section II – Operational Policies and Procedures

A. 
Training Activities and Supportive Services

Local Workforce Investment Area V policy provides that certain individuals who meet the eligibility requirements for core and intensive services, including an interview, evaluation, assessment, and case management, may also be determined to be in need of training services. WIA funds are allocated for appropriate training services to adults, dislocated workers and youth in Local Workforce Investment Area V. Because funds available to provide training services in Local Workforce Investment Area V are limited, individual clients are limited to a total of two (2) years training for any one or combination of enrollments in appropriate training activities, unless longer courses are determined and demonstrated to render significantly superior training. Total expenditure on training programs shall not exceed $3,000.00 per individual, per program year, without written approval from the Local Workforce Investment Area V Administrative Office. 

Training services include:

· On-the-job training;

· Classroom training;

· Customized training;

· Adult Educational and Literacy Activities

· Educational Achievement Services (Youth)

· Mentoring

· Job Club/Placement  

· Work Experience

Local Workforce Investment Area V, mainly rural, has historic high unemployment rates, and a large number of residents receive Temporary Aid to Needy Families (TANF). Also, many Local Workforce Investment Area V residents have not completed secondary education. Therefore, the Local Workforce Investment Board ()believes it is necessary to provide supportive services at a level that can successfully enable clients to complete and benefit from WIA training Services.

As a part of the assessment and case management process, staff determines the clients’ ability to meet personal economic needs while in WIA training. All support payments are based upon this determination. As are other obligated funds, all support payments are contingent upon the availability of funds in the Local Area and can be reduced or eliminated with notification to the client and at the discretion of the Administrative Entity. Total support and needs-related payments for an enrollment shall not exceed $2,250.00 per program year for an individual without written approval from the Local Workforce Investment Area V Administrative Office. Time and funding limits are described in the following supportive service sections. 




Supportive services include:


· Transportation;
 

· Child Care;

· Needs-Related payments; and

· Emergency payments to clients

Credentials

In order to measure credential attainment rates for adults, dislocated workers and older youth, Local Area V defines “credential” as the following:

Option A – A certificate, diploma, degree or statement of competency awarded by an eligible training provider, which is on the state WIA Eligible Training Provider list.

Option B – A High School diploma, GED certificate or diploma; associate, bachelor, graduate or higher degree issued by an institution of higher education that is legally authorized to offer post-secondary education.

Option C – A certificate of diploma awarded by a training provider (including an On-the-Job-Training [OJT] employer/provider) that has undertaken the following:

· Identified the specific competencies, tasks, or skills attained by the participant. The competencies, tasks, or skills shall be identified by:

· Employer input at the national, state, regional, or local level;

· Developed and implemented curriculum to support instruction of the competencies, tasks, or skills; and

· Confirmed attainment or completion of competencies, tasks, or skills through valid and reliable testing or demonstrations of competence, task, or skill.

· Obtained endorsement of the Local Area V Workforce Investment Board. In endorsing the credential the LA V WIB shall confirm;

· Initial and periodic employer involvement;

· Use of curriculum or instruction consistent with the competency, tasks, skills for which the credential is issued; and

· Use of testing or demonstration of competence that reasonably confirms that the competencies, tasks, or skills have been obtained.

I.
Adult and Dislocated Worker Training Services Description

Describe the Local Board policies and procedure for WIA training activities and supportive services, including any time and/or expenditure limits established by the Local Board.

Adult Education and Literacy Activities

Adult Education and Literacy Activities includes educational services to those in need of additional educational assistance to improve their general competence and develop their readiness for skill training or work. This usually includes preparation for a high school equivalency certificate or basic literacy skills (reading/writing) and bilingual education (English as a second language). Assistance to improve general competence and develop work readiness skills may be obtained through a tutor, mentor, Adult Basic Education Center or group or classroom setting.

Tutoring or Mentoring Service may be used if needed for a participant to successfully complete a course of training in an approved Occupational Skills field or for the participant to retain employment.

Customized Training: *(SEE NOTATION PG 30)
Training in which institutional and/or private sector formal training is designed to meet specific needs of a particular employer or group of employers. Customized training is conducted with a commitment by that employer/group of employers to hire trainees upon successful completion of the training. In addition, customized training may be provided to employers or a group of employers where eligible employed individuals are not earning a self-sufficient wage. Self-sufficient wage is defined as a yearly wage that would meet 100 % of the Lower Living Standard Income Level (LLSIL) for their family size. For customized training, “other appropriate purposes” (CFR 663.705) is defined as opportunity for job advancement or increased earnings within the business.

Job Club / Workshops: 

Job Club activities combine training in the basic job search skills with peer support for the job search process. The participant learns how to conduct a self-directed search for employment. Training may include:

· self-assessment of skill and interests;

· exposure to career information materials; and

· training in self-presentation skills such as completion of application, 

· interview skills, appropriate dress, etc.

Job Search and Placement Assistance:

Interview Assistance:  

Participants may be paid $.15 per mile to travel out of area (over 30 miles one way) for the individual providing transportation to interviews. Travel must be approved prior to interview, and written proof (signed by interviewer) must be provided upon return. There is a maximum payment of $125 per individual, unless otherwise authorized by Area Administrative Office.

See Relocation

Mentoring:

Mentoring may be provided to any Adult or Dislocated Worker program participant who demonstrates the need for assistance with educational / literacy skills, life skills, or basic employment skills.  The Mentor will be paid hourly at the rate of $14.07 per hour for a professional degreed person or $11.58 per hour for a paraprofessional person.  The paraprofessional Mentor must have 5 years of experience working with youth or adults as well as experience in the identified area of need. An incentive payment of $5 per hour can be paid to the participant if extreme need is documented. 
Occupational Skills Training:

Occupational Skills Training consists of basic or advanced formal training for acquiring skills in a specific occupation. The training is provided at vocational institutions, high schools, proprietary schools or colleges. The training offered is targeted to local job demand as outlined in the 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. Training for occupations that traditionally pay by commission or piece rate will not be approved unless there is prior verification that the individual will earn a standard base-rate that will meet the defined self-sufficiency standards. (i.e. cosmetology related courses, real estate, sewing machine operator)

Participants are enrolled in vocational/technical courses of one year’s duration or less but may be enrolled in a two-year training program if the vocational field agreed upon by client and staff is not available as a one-year program or a two-year program substantially improves the wage and likelihood of long term employment for the client. Maximum reimbursement is $3,000.00 per participant per program year for tuition, fees, books and supplies. While it is envisioned that most two-year programs will be of a skilled nature, this does not preclude enrolling students lacking basic skills in Remedial Programs and upon completion, enrolling the student in a Classroom training-Occupational Curriculum. To insure prudent use of the funds, staff must obtain supervisory approval in writing prior to enrolling a student in a two-year program.

Describe the Local Board policies and procedures for On-the-Job Training (OJT) and Customized Training, to include the following: 

a) Procedures used to determine the reimbursement rate for OJT contracts;

b) Procedure used to determine the appropriate length of OJT contracts;

c) Procedures used by the One-Stop Centers to collect and disseminate eligible OJT and Customized Training service provider information;

d) Local definition of “pattern of failure”.  Describe methods used to monitor this and how the information is shared with prospective clients and case managers, and

e) Local definition of “self-sufficient wage”.  Describe methods used to determine if employed workers are eligible for On-the-Job contracts (WIA Section 663.705) and Customized Training (WIA Section 663.720).

On-the-Job Training:

On-the-job training (OJT) is accomplished while the client is engaged in productive work for an employer, either in the public or private sector. An OJT must provide occupationally specific knowledge and skills essential to the full and adequate performance of the job that is delivered by the employer. The client is referred from the Local Area to the employer after an assessment and occupational planning are completed. The client must be hired by the employer before training commences. 

On-the-job training may include training programs operated by the private sector including those operated by labor organizations or by consortia of private employers utilizing the employer’s on-site facilities, equipment, and personnel to train workers.

A contract between the employer and the Administrative Entity includes type of training, length of training, and skills to be agreed upon by the client and be limited to six months. Reimbursement of the employer for training is negotiable not to exceed 50% of the wages. On-the-job training contracts will not be less than twenty (20) hours or more than forty (40) hours per week for trainees (participants). 

On-the-job contracts shall not be entered into with employers who have exhibited a pattern of failing to provide on-the-job training participants with continued long term employment as regular employees. Any employer who has had previous on-the-job contracts, and has failed to maintain long term employment for at least 50% of the contracted participants, shall be considered to have a pattern of failing. Employer performance is monitored by yearly reviews through the area administrative office of all OJT employers, and follow-up of participants. Any employers who have a pattern of failing will not be allowed to enter into new OJT contracts, and case managers in the local area will be made aware of this by an annual listing of these employers. Case managers will share this information with any prospective clients.

Collecting and Disseminating Information for On-the-job and Customized Training Providers: 

Local Workforce Investment Area V collects information relating to On-the-Job Training and customized training providers. This is done on a yearly basis, as a review of all training providers. Results are maintained by the Local Workforce Investment Area V Administrative Office, and made available to all case managers in the area, for their use with participants. Case managers are responsible for using this listing to assist potential participants in their training selection decisions. 
Relocation:

Moving Assistance:  

Dislocated Worker participants who obtain a job in a different location may be paid expenses one time to move. Payment is $.75 per mile (one way), from their current residence to the Kansas State line, or location of new residence, which ever is shorter. Maximum amount allowed is $250. In addition, participants can be paid for other moving related expenses to a maximum of $150, and must provide written proof of these expenses. Adult participants must be approved by the Local Workforce Investment Area V Administrative Office for this assistance.

Work Experience:

Work Experience is a short-term or part-time work assignment with an employing agency designed to enhance employability of the WIA participant through development of good work habits and basic work skills. If the WIA participant is attending school, work experience is limited to 6 to 20 hours per week to a maximum total of 500 hours. All others enrolled in work experience may work 25 to 40 hours per week to a maximum of 500 hours. Pay will not be less than minimum wage, and shall not exceed the position’s entry level wage for that participant’s employer. In addition, the wage should be in-line with the prevailing wage for that occupation as defined by Kansas Department of Commerce Labor Market Research for Local Workforce Area V. Individual participants may have multiple or successive Work Experience enrollments. However, successive Work Experience enrollments must show increase in levels of knowledge and/or skills.

II. 
Supportive Services Description Adult and Dislocated Worker

Transportation: 

Mileage for travel to attend scheduled classes can be reimbursed at a rate of 

$15 per week for any student approved by staff to receive mileage and traveling less than 100 miles each week or $35 per week for  any student approved by staff to receive mileage traveling more than 100 miles each week. If this reimbursement is approved then it must be noted on the participant timesheet. 

Reimbursement for actual miles driven to attend other related training can be can be reimbursed at a rate of $.15 per mile for the individual providing transportation, but must be approved by the supervisor and must be supported by extraordinary need. 

Child Care: 

Payments of $1.75 per hour for the first child and $.75 per hour for each additional child may be made to a license child care provider for hours the WIA participant begins training at the training location and will continue until the participant leaves the training site each 
day. A thirty minute time allowance will be allowed for delivery of the child(ren) from the child care provider. The hourly rate for childcare depends upon the current rate charged by each individual child care provider but will not exceed the maximum hourly set rate. Childcare payment will be made directly to the child care provider. An increase of the hourly rate for children with special needs or infants will be considered on an individual basis with a letter of justification and supervisory approval. Only licensed childcare providers are approved to provide services and receive payment. Child(ren) must be under the age of 12 and not attending school.  

Needs-Related Payments:

Needs related payments provide financial assistance to WIA participants for the purpose of enabling individuals to participate in training, and can be made on the behalf of or to clients for expense of an extraordinary nature that are deemed necessary for the client’s participation or completion of his/her WIA program enrollment.  The need for these payments must be documented and the payments approved by the supervisor before payment is made. Needs-related payments are included in the total supportive expense limitations of $2,250.00.

Emergency/Other Payments:

Payments for non-recurring expenses can be made on behalf of or to a client if nonpayment prevents continued participation in planned training activities. The need for these payments must be documented and the payments approved by the supervisor before payment is made. Emergency payments will be included in the total supportive expense limitations and cannot exceed $500 for the duration of the client’s enrollment in all WIA programs accumulated.

Total supportive and categorical expense limitations can be waived if the 

WIA participant presents extraordinary needs that must be met for the WIA participant to successfully participate in and complete their WIA enrollment. This waiver can be granted by the Local Workforce Investment Area V Administrative Office and must be in writing. 

III. Youth Training Services Description:

Note:  The following WIA Services are available in LWIA V to In- School Youth, Younger Youth, Out-of-School Youth, Older Youth as identified under each Service description.

Adult Mentoring:  

Note:
Available to In-School Youth, Out-of-School Youth, Younger Youth, and Older Youth.
Mentoring may be provided to any Out-of-School Youth, Older Youth, In-School Youth, or Younger Youth WIA program participant who demonstrate the need for assistance with educational / literacy skills, life skills, or basic employment skills.  The Mentor will be paid hourly at the rate of $14.07 per hour for a professional degreed person or $11.58 per hour for a paraprofessional person. The paraprofessional Mentor must have 5 years of experience working with youth as well as experience in the identified area of need.  An incentive payment of $5 per hour can be paid to the youth participant for each hour they participate with the Mentor.

Customized Training:
Note:
Available to Out-of-School Youth / Older Youth
Training in which institutional and/or private sector formal training is designed to meet specific needs of a particular employer or group of employers. Customized training is conducted with a commitment by that employer/group of employers to hire trainees upon successful completion of the training. In addition, customized training may be provided to employers or a group of employers where eligible employed individuals are not earning a self-sufficient wage. Self-sufficient wage is defined as a yearly wage that would meet 100 % of the Lower Living Standard Income Level (LLSIL) for their family size. For customized training, “other appropriate purposes” (CFR 663.705) is defined as opportunity for job advancement or increased earnings within the business.
Educational Achievement Services: 

Note:
Available to Out-of-School Youth, Older Youth, In-School Youth, and Younger Youth

Educational Achievement Services includes Basic Remedial includes educational services to those in need of additional educational assistance to improve their general competence and develop their readiness for skill training or work. This usually includes preparation for a high school equivalency certificate or basic literacy skills (reading/writing) and bilingual education (English as a second language).

Follow-Up Services
Note: 
Required for Out-of-School Youth, Older Youth, In-School Youth and Younger Youth.

Upon Exit from all WIA Services the Youth participant must be placed in Follow-Up Service for a minimum of one (1) year.  The Case Manager for each participant maintains monthly contact with the youth during this time to provide additional assistance as needed to prepare the youth for employment.  Quarterly Reviews for the youth are submitted by the Case Manager during the Follow-Up year.  If indicated, the Follow-Up Service may be extended at the end of the year enrollment period.

Guidance and Counseling: 

Note: 
Available to Out-of-School Youth, Older Youth, In-School Youth, and Younger Youth

Pre-employment / job readiness skills guidance and counseling as necessary to prepare the WIA participant for employment.  Job retention skills counseling if indicated to assure retention in employment.  Service may include Workshops / Job Club activities which combine training in the basic job search skills with peer support for the job search process. The participant learns how to conduct a self-directed search for employment. Training may include: self-assessment of skill and interests, exposure to career information materials; and training in self-presentation skills such as completion of application, interview skills, appropriate dress, etc.

Leadership Development Opportunities

Note: 
Available to Out-of-School Youth, Older Youth, In-School Youth, and Younger Youth

Leadership Development Opportunities may be offered to any youth assessed in need of the skills offered in this Service.  Opportunities for the youth may include exposure to postsecondary educational opportunities, community and service learning projects, 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, employability skills, and positive social behavior.  The identified Leadership Development Opportunity may be provided by the Case Manager, Adult Mentor, or in a group setting or a classroom setting.

On-the-Job Training: 

Note: 
Available to Out-of-School Youth / Older Youth

On-the-job training is accomplished while the youth is engaged in productive work for an employer, either in the public or private sector that provides occupationally specific knowledge and skills essential to the full and adequate performance of the job that is delivered by the employer. The youth is referred from the Local Workforce Investment Area V to the employer after an assessment and occupational planning and hired by the employer before training commences. 

On-the-job training may include training programs operated by the private sector including those operated by labor organizations or by consortia of private employers utilizing the employer’s on-site facilities, equipment, and personnel to train workers.

A contract between the employer and the Administrative Entity includes type of training, length of training, and skills to be agreed upon by the client and be limited to six months. Reimbursement of the employer for training is negotiable not to exceed 50% of the wages.

On-the-job training contracts will not be less than twenty (20) hours or more than forty (40) hours per week for trainees (clients). 

On-the-job contracts shall not be entered into with employers who have exhibited a pattern of failing to provide on-the-job training participants with continued long term employment as regular employees. Any employer who has had previous on-the-job contracts and has failed to maintain long term employment for at least 50% of the contracted participants, shall be considered to have a pattern of failing. Employer performance is monitored by yearly reviews through the area administrative office of all OJT employers, and follow-up of participants. Any employers who have a pattern of failing will not be allowed to enter into new OJT contracts, and case managers in the local area will be made aware of this by an annual listing of these employers. Case managers will share this information with any prospective youth.

Collecting and Disseminating information for On-the-job and Customized Training Providers
Local Workforce Area V collects information on OJT & customized training providers as recommended. This is done on a yearly basis, as a review of all training providers. Results are maintained by the Local Workforce Area V Administrative Office, and are made available to all WIA Case Managers in the area, for their use with participants. WIA Case Managers are responsible for using this listing to assist potential participants in their training selection decisions. 

Occupational Skills Training: 

Note:
Available to Out-of-School Youth, Older Youth, or In-School Youth, Younger Youth if a letter of “Extreme Need / Special Circumstances” is submitted by the Case Manager and approval is give by the local office Manager and by the Administrative Office 

Occupational Skills Training consists of basic or advanced formal training for acquiring skills in a specific occupation. The training will be provided at vocational institutions, high schools, proprietary schools or colleges. The training offered will be targeted to local job demand as outlined in the 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. Training for occupations that traditionally pay by commission or piece rate will not be approved unless there is prior verification that the individual will earn a standard base-rate that will meet the defined self-sufficiency standards. (i.e. cosmetology related courses, real estate, sewing machine operator)
Students are enrolled in vocational/technical courses of one year’s duration or less but may be enrolled in a two-year training program if the vocational field agreed upon by client and staff is not available as a one-year program or a two-year program substantially improves the wage and likelihood of long term employment for the client. Maximum reimbursement is $3,000 per participant per year for tuition, fees, books and supplies. While it is envisioned that most two-year programs will be of a skilled nature, this does not preclude enrolling students lacking basic skills in Remedial Programs and upon completion, enrolling the student in a Classroom training-Occupational Curriculum. To ensure prudent use of the funds, staff must obtain supervisory approval in writing prior to enrolling a student in a two-year program.

Summer Employment Opportunities:

Note:
Available to In-School Youth, Younger Youth, Out-of-School Youth, and Older Youth.

Summer Employment Opportunities is a short term work assignment offered to eligible WIA youth from the date secondary school is dismissed for the summer until the secondary school begins in the fall.  The work assignment can be contracted with a public or private employing agency and is designed to enhance employability of the WIA participant through development of good work habits and basic work skills.  Hours of participation are in accordance with State and Federal Child Labor Laws, assessment of individual client needs and budgetary limitations.  Unless otherwise outlined total weekly hours may not exceed 40 hours per week.  The hourly wage will not be less than Federal minimum wage, and shall not exceed the position’s entry level wage for that participant’s employer.  In addition, the wage should be in-line with the prevailing wage for that occupation as defined by the Kansas Department of Commerce Labor Market Research for Local Workforce Investment Area V.

Work Experience:

Note: 
Available to In-School Youth, Younger Youth, Out-of-School Youth, and Older Youth

Work Experience is a short-term or part-time work assignment with an employing agency designed to enhance employability of the client through development of good work habits and basic work skills. If the client is attending school, work experience is limited to 6 to 20 hours per week to a maximum total of 500 hours. All others enrolled in work experience may work 25 to 40 hours per week to a maximum of 500 hours. Pay will not be less than minimum wage, and shall not exceed the position’s entry level wage for that participant’s employer. In addition, the wage should be in-line with the prevailing wage for that occupation as defined by Kansas Department of Commerce Labor Market Research for Local Workforce Investment Area V.  All State and Federal Child Labor Laws apply to the Work Experience Service Training Agent and the youth participant.  Wage payment is made for hours worked.  Holiday, Vacation pay, and / or Sick Leave benefits are not paid.  Individual participants may have multiple or successive Work Experience enrollments. However, successive Work Experience enrollments must show increase in levels of knowledge and/or skills. 

Work Readiness / Pre–Employment

Note:
 Available to In-School Youth, Younger Youth, Out-of-School Youth, and Older Youth.

Upon assessment of need youth can be enrolled in Work Readiness / Pre-Employment Skills Service.  The training may be presented by the Case Manager, Adult Mentor, or in a classroom setting according to the availability of the training and need of the participant. 
IV. Supportive Services Description Youth:

Child Care:

Note:
Available to Out-of-School Youth, Older Youth, In-School Youth, Younger Youth who are parenting youth responsible for their dependent child. 

Payments of $1.75 per hour for the first child and $.75 per hour for each additional child may be made to a licensed child care provider for hours the WIA participant begins training at the training location and will continue until the participant leaves the training site each day. A thirty minute time allowance will be allowed for delivery of the child(ren) from the child care provider. The hourly rate for childcare depends upon the current rate charged by each individual child care provider but will not exceed the maximum hourly set rate. Childcare payment will be made directly to the child care provider. An increase of the hourly rate for children with special needs or infants will be considered on an    individual basis with a letter of justification and supervisory approval. Only licensed childcare providers are approved to provide services and receive payment. Child(ren) must be under the age of 12 and not attending school.  

Emergency/Other payments:

Note:
Available to In-School Youth, Younger Youth, Out-of-School Youth, and Older Youth.

Payments for non-recurring expenses can be made on behalf of or to a client if non-payment prevents continued participation in planned training activities. The need for these payments must be documented and the payments approved by the supervisor before payment is made. Emergency payments will be included in the total supportive expense limitations and cannot exceed $500 for the duration of the client’s enrollment in all WIA programs accumulated.

Total supportive and categorical expense limitations can be waived if the WIA participant presents extraordinary needs that must be met for that WIA participant to successfully participate in and complete their WIA enrollment. This waiver can be granted by the Local Workforce Area V Administrative Office and must be in writing.

Needs-Related payments:

Note:
Available to In-School Youth, Younger Youth, Out-of-School Youth, and Older Youth.

Needs-Related payments provide financial assistance to participants for the purpose of enabling individuals to participate in training, and can be made on the behalf of or to participants for expense of an extraordinary nature that are deemed necessary for the participation or completion of his/her WIA program enrollment.   The need for these payments must be documented and the payments approved by the supervisor before payment is made. Needs-Related payments are included in the total supportive expense limitations of $2,250.

Transportation: 

Note:
Available to Out-of-School Youth participating in Occupational Skills

Training or Older Youth, In-School Youth, Younger Youth under approved circumstances.

Mileage for travel to attend scheduled classes can be reimbursed at a rate of $15 per week for any student approved by staff to receive mileage and traveling less than 100 miles per week or $35 per week for any student approved by staff to receive mileage and traveling more than 100 miles each week. If this reimbursement is approved then it must be noted on the participant timesheet. 

Reimbursement for actual miles driven to attend other related training can be can be reimbursed at a rate of $.15 per mile for the individual providing transportation, but must approved by the supervisor and must be supported by extraordinary need.

B. 
Policies and Procedures for Monitoring

 
Describe the Local Board policies and procedures for monitoring, to include the following:

· Monitoring activity schedules;

· Reviewing documentation;

· Resolving findings; and

· Corrective action

Overview

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

Monitoring Team

To maintain oversight of the performance and the operations of its various programs under WIA a Monitoring Team has been appointed.  The Monitoring Team has been ultimately assigned the task of conducting quarterly in-depth monitoring activities.  

The Administrative Monitoring Team consists of the following members:

· EO Representative

· Fiscal Consultant

· Program Consultant II - Adult/Dislocated

· Program Consultant II  -Youth

· Workforce Center Representative.

In performing the internal monitoring duties the Administrative Monitoring Team maintains complete objectivity and independence in completing the monitoring tasks.  The Monitoring Team Leader reports directly to the Regional Director and manages the Monitoring Team.

The Monitoring Team Leader is ultimately responsible for the following:

· Setting up quarterly monitoring meetings;

· Explaining subject matters to be monitored and making assignments;

· Coordinating monitoring reports from the team members into a final report; and 

· Distributing the final report to the Regional Director, and local boards.

   
Monitoring Schedule

The scheduling of monitoring activities may vary due to the size or scope of the program activities being reviewed.  The Monitoring Team may choose to monitor a particular subject(s) more frequently if deemed necessary.

Each program year, the following activities of the WIA Program will be monitored on a quarterly basis:

	First Quarter (July - September)

Training Providers (Adult/Dislocated Worker)

Eligibility Determination/Verification/File Review

One Stop Delivery System

Management Information System (Service Link)
	Second Quarter (Oct. - Dec.)

ITA System/Procedures

Youth File Review

Continuous Improvement Program

Worksite/Other Site Review

	Third Quarter  (Jan. - March)

Youth Service Providers

Fiscal/Procurement/Program Costs

LEOB/LWIB & Youth Council Review

Grievance/EEO
	Fourth Quarter (April - June)

Adult/Dislocated File Review

Customer Satisfaction

Performance Standards

Program Contracts  (Subgrantee)


Upon completion of the quarterly monitoring activities, the Monitoring Team Leader summarizes the team reports and submits a final report to the Regional Director.  The Regional Director will approve/disapprove the final report and return it to the Monitoring Team Leader.  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 others involved in the monitoring resolution. A complete explanation as to any findings will be explicitly addressed.  

The Monitoring reports are presented to the Local Board and the Chief Elected Official (CEO) Board at each quarterly meeting.

Procedure for Scheduling/Documentation/Resolution of Findings and Corrective Action

Through a selected internal monitoring team process, the Local Board maintains oversight of the all performance and the operation of the various segments of the WIA program.  Staff and service provider activities are monitored by the Internal Monitoring Team to verify compliance with applicable state, federal, and local regulations and policies.  In addition, field and administrative staff conduct monitoring on an ongoing basis during the course of providing training services.   This is to ensure participants receive contracted skills and abilities and the training/services the participants receive result in improved employability as measured by success in job placement. 

The Internal Monitoring Team maintains objectivity and independence in completing the monitoring task.  The Monitoring Team Leader is appointed by the Regional Director to manage the team. 

Documentation of Internal Quarterly Monitoring Reviews

After each quarterly review, the designated monitoring team appointed by the Regional Director will finalize their findings in the form of a report.  The Monitoring Team Leader of the Internal Quarterly Monitoring Team will summarize all of the reports. All reports, checklists, and additional material will be available for review by any interested parties. All reports of monitoring activities and any review findings will be shared with the Local 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 week of the first month of the quarter being monitored;

· Notification of ten business days to the service provider prior to the on-site monitoring activity;

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

· Team Leader’s final quarterly Monitoring Report due to the Regional Director by the end of third week of the month following the quarter being monitored (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 business days after the Team Leader submits the report;

· Team Leader has the option of calling a meeting of the current monitoring team to discuss 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 Monitoring Team Leader is responsible for ensuring all corrective action issues are completed per recommendations and a stated time frame by the service provider or WIA staff.  One-Stop Operator or One-Stop Partner will be notified in writing of all problems and appropriate corrective action.  A copy will be placed in the Corrective Action file and a copy sent to the Regional Director.

The time frames for completing the necessary corrective action are relative to the seriousness of the issue needing correction.  The maximum time allowed for the resolution of a problem is 90 days.  At that time, the Monitoring Team Leader will follow-up to see if the problem has been resolved.  The Monitoring Team Leader will prepare a written report on the resolution of problems.  

The report will be sent to the Regional Director and a copy placed in the monitoring file.  Consultation with the Regional Director will determine how much additional time will 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 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 Update Report submitted to the Regional Director.

All program operations that have been reported to have problem areas and need corrective action have the right to appeal the validity of said report.  The appeal shall be in writing to the Monitoring Team Leader.  The Monitoring Team Leader, in consultation with the Regional Director, will make every effort to come to an equitable decision.

Monitoring Guides/Checklists

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

I. Policies
 
The Local Workforce Investment Board, the One-Stop Operator and the One-Stop Partners follow all policies developed by the Kansas Department of Commerce Compliance and Oversight Unit in relation to oversight and monitoring.
 
II. Procedures
 
The Local Workforce Investment Board, the One-Stop Operator and the One-Stop Partners follow all procedures developed by the Kansas Department of Commerce Workforce Compliance and Oversight Unit in relation to oversight and monitoring.

Monitoring Schedule

 
During the program year beginning July 1 and ending June 30th, the following areas are monitored: 

· Local Workforce Investment Board 

· Local Workforce Investment Board Youth Council
· One-Stop Centers
· Core and Intensive Services. 

· Individual Training Accounts

· Case Management
· Support Services
· All Training Services such as Classroom Training for Occupational Skills, Work Experience, On-the-Job Training etc.
Participant files are monitored by oversight staff via visits to each Workforce Center in Local Workforce Investment Area V. All case management activities utilized in Local Workforce Investment Area V are monitored during an appointed time during a specific month, in which the Workforce Center has been previously notified.  
 
Documentation of Reviews

 

The designated Oversight Staff reports all monitoring activities and any review findings to the Local Workforce Investment Board, the One-Stop Operator and the One-Stop Partners. The Oversight Staff maintains records supporting all review findings.
 
Resolution of Findings and Corrective Action

 
Recommendations for corrective action of identified program problems of noncompliance issues are based on the analysis of the situations and consultation with appropriate resources persons to ensure that they are adequate and realistic. 
 
Corrective Action Plans (CAPs) assessments of the current situation, including a review of action which has already been taken to address the problem; a plan which describes, in detail, the action which will be taken to correct the problem; and a timetable for the action which identifies what steps will be taken through the coming months, benchmarking dates by which certain levels of progress will be accomplished.              



Monitoring Guides

The monitoring guides developed in Local Workforce Investment Area V are consistent with information provided by the State Workforce Compliance and Oversight Unit and are available for review at the Local Workforce Investment Area V Administrative Office. 
C.
 Fiscal Controls

Describe the Local Board policies and procedures to include the following:

· Processing financial data and preparing reports to meet Federal and State policies and regulations;

· Local reporting requirements;

· Tracking expenditures (include methods used to assure that the Federal requirement is met to spend at least 30 percent of youth funds on out-of-school youth);

· Purchasing good and services; and

· Billing and payments

Policies 

The Local Workforce Investment Board, the One-Stop Operator and the One-Stop Partners will follow all policies outlined in the Kansas Department of Commerce (KDOC) Policies and Procedures Manual, in relation to:

· Processing financial data and preparing reports to meet Federal and State reporting requirements

· Tracking expenditures to assure the Federal requirement to spend at least 30% of youth funds on out-of-school youth is met

· Accrued expenditure processing and reporting

· Procurement of goods and services

· Billing and payments

Local Workforce Investment Area V uses the KJL ServiceLink – One-Stop case management data collection and reporting system which is a component of the Kansas Job Link (KJL) operating system, a product of America’s JobLink Alliance.  Local Workforce Investment Area V also uses the KJL FiscalLink which is a fiscal management and tracking system for the management of client and vendor payments for Workforce Investment Act programs administered in Local Workforce Investment Area V  The Fiscal Link is another component of the Kansas Job Link (KJL) operating system and is fully-integrated with the ServiceLink component.  The system integration allows fiscal / data edits that assures payments on behalf of program participants are within specified program regulations and that appropriate accounting practices are followed.

The policies directing allowed expenditures for eligible Workforce Investment Act participant training and support are followed as outlined in the Workforce Investment Act Regulations, State of Kansas policies as directed through the Kansas Department of Commerce and the Local Workforce Investment Board  Plan and Policies.

B.
Procedures

The Local Workforce Investment Board, the One-Stop Operator and the One-Stop Partners will follow all procedures outlined in the Kansas Department of Commerce Fiscal Policies and Procedures Manual, in relation to:

· Processing financial data and preparing reports to meet Federal and State reporting requirements

· Tracking expenditures to assure the Federal requirement to spend at least 30% of youth funds on out-of-school youth is met

· Accrued expenditure processing and reporting

· Procurement of goods and services

· Billing and payments

Procedures for processing training and support expenditures for eligible Workforce Investment Act participants are followed as outlined in the Workforce Investment Act Regulations, State of Kansas accepted procedures as directed through the Kansas Department of Commerce, and the Local Workforce Investment Board Plan and Policies.
Fiscal management of WIA operations related to participant and Local Workforce Investment Board expenditures is done using the KJL FiscalLink component of the Kansas JobLink (KJL) one-stop operating system.  The Fiscal Management module – FiscalLink - is fully-integrated with the ServiceLink One-Stop Case Management module to allow each Service associated with a participant’s service and training plan to have an individual budget to tack participant expenditure and service provider payments.

Obligations, accruals and expenditures are tracked by funding source, program, and participant using the processes provided in the KJL FiscalLink System.  Fiscal reports on individual participant and overall participant obligations, accruals and expenditures are available through the KJL FiscalLink report processes.

The KJL FiscalLink System interfaces with the Administrative Service Contractor’s (ASC) system for processing of participant related payment requests.  The Administrative Service Contractor (ASC) processes the information and electronically transmits a record to the KJL FiscalLink System for reconciliation.  The checks are mailed from the Administrative Service Contractor) to the Local Workforce Area V Administrative Office for review and distribution.  Monthly reports are sent from the Administrative Service Contractor (ASC) to the Local Workforce Area V Administrative Office for review and reconciliation to the FiscalLink System.  Following validation by the Local Workforce Area V Administrative Office the Monthly Fiscal Reports are sent to the Kansas Department of Commerce Fiscal division where the report is combined with the State report for Staff Services and all other operating expenses.   

Procedures for assuring accountability and integrity in all areas of WIA participant related costs processes are established and implemented.  Refer to  Attachment M-1 to review the Local Workforce Investment Area V Fiscal System Duties Flow Chart detailing these procedures.  





D.  Complaint and Grievance Processes

Describe Local Board policies and procedures relating to discrimination complaints, criminal complaints, non-criminal complaints, and grievances, to include the following (as appropriate):

· Scope of complaint/grievance procedures;

· Local definitions relating to complaint/grievance procedures;

· Procedures from initial filing through the apple process;

· Criteria and selection  process for choosing an impartial hearing officer when needed; and

· Copies of applicable forms (include as Attachment D).

This procedure applies to all applicants for WIA participation or employment, participants or employees of any WIA, Title I-funded entity, or any applicant for funding. Any individual, or specific class of individuals, who believe they have been subjected to discrimination prohibited under WIA on the basis of race, color, national origin, age, sex, disability, religion, political affiliation or belief, citizenship, and/or participation in a WIA-financially assisted program or activity, must be given the option to file a written complaint by his or her self, or through a representative of Local Area V, or with the USDOL at the following address: 


Civil Rights Center (CRC)


U. S. Department of Labor, Room N-4123


200 Constitution Avenue, N. W.


Washington, D.C. 20210

All discrimination complaints must be filed within 180 days of the alleged discrimination. Only the Director of the CRC can extend the filing date for good cause shown.

In Local Area V, the Local Area EO Representative is located at the following address:

Jon Pettus

Dept of Commerce

Area Administrative Office

104 S. Pine

Pittsburg, KS 66762

(620) 232-2620

If a complainant chooses to file with Local Workforce Investment Area V, the Complaint Information Form (K-ED 638) should be completed. However, any complaint received in writing shall be accepted and handled in the same manner as if it were filed in this form. All written complaints must contain the following information: 

1. Full name, address and telephone number (or message number) of the person making the complaint (complainant); 

2. Full name and address of the entity or individual against whom the complaint is made (respondent);

3. Description of the complainant's allegations in sufficient detail to allow determinations to be made regarding jurisdiction, timeliness, and whether the complaint has apparent merit -- in other words, whether the complainant's allegations if true, would violate any of the nondiscrimination and equal opportunity provisions of the Workforce Investment Act

4. The complaint must be signed and dated by the complainant or complainant's authorized representative. 

The Local Workforce Investment Area V Equal Opportunity Representative may review the complaint to assure completeness and may assist the complainant with filing procedures. 

A copy of the complaint should be forwarded immediately to the State Equal Opportunity (EO) Director for Workforce Investment Act programs at the following address:           

Kansas Department of Commerce

John G. Bowes, Acting EO Director

1000 S.W. Jackson Street, Suite 100

Topeka, Kansas 66612-1354

Efforts should be made to resolve all complaints locally.  However, if all efforts fail and the complainant chooses to file with the Civil Rights Center (CRC) Director, the following information must be provided by completing the Civil Right Center (CRC) Complaint Information Form and accompanying Privacy Act Consent Form (K-ED 628):

Full name, address and telephone number (or message number) of the person making the complaint (complainant); 

Full name and address of the entity or individual against whom the complaint is made (respondent); 

Description of the complainant's allegations in sufficient detail to allow determinations to be made regarding jurisdiction, timeliness, and whether the complaint has apparent merit -- in other words, whether the complainant's allegations if true, would violate any of the nondiscrimination and equal opportunity provisions of the WIA. 

The complaint must be signed and dated by the complainant or complainant's authorized representative.

The Local Area Equal Opportunity (EO) Representative may review the complaint to assure completeness and may assist the complainant with filing procedures, including sending the complaint to the Civil Rights Center (CRC) Director.  If the complainant does not wish assistance, the complainant shall be provided the address of the Civil Rights Center (CRC) Director to personally file the complaint.  The complainant shall be requested to send a copy of the complaint to the State Equal Opportunity (EO) Director for WIA programs, who shall forward a copy to the Local Area Equal Opportunity (EO) Representative for monitoring purposes. 

· 29 CFR § 37.76(b) requires that an initial written notice be sent to the complainant that acknowledges receipt of the complaint and that they have the right to be represented in the complaint process. 

· The written notice must also notify the complainant that they have the voluntary option to attempt to resolve the complaint by Alternative Dispute Resolution (ADR).  If the Local Area breaches agreement reached under ADR, the complainant may file a discrimination complaint with the Civil Rights Center (CRC) Director.  If parties cannot reach an agreement under ADR, complainant may file a discrimination complaint with the Civil Rights Center (CRC) Director.  If parties cannot reach an agreement under Alternative Dispute Resolution (ADR), complainant may file a discrimination complaint with the Civil Rights Center (CRC) Director.

· The Local Area Equal Opportunity (EO) Representative will notify the complainant in writing immediately if it is determined that the Local Area does not have jurisdiction over a complaint.  The notification will also include the basis for the determination as well as a statement of the complainant's right to file a written complaint with the Civil Rights Center (CRC) Director within 30 days of the notification.

· The complainant and the respondent should receive a written statement that includes a list of the issues raised in the complaint and, for each such issue, a statement whether the Local Area will accept the issue for investigation or reject the issue, and the reasons for each rejection.

· The Local Area Equal Opportunity (EO) Representative must make every effort to resolve the complaint and shall offer a resolution of the complaint to the complainant and the respondent in writing no later than 90 days after the compliant is filed.

· The complainant will be notified of the right to file a complaint with the Civil Rights Center (CRC) if the Local Area Equal Opportunity (EO) Representative has not completed processing the complaint or if no resolution has been offered within 90 days following receipt of the complaint.  This complaint must be filed no later than 30 days of the 90‑day period and may be filed by either the complainant or his/her representatives.

· 29 CFR § 37.76 requires that, at a minimum, the complaint processing procedure must include a period of fact-finding or investigation of the circumstances underlying the complaint.  It is during this period that the program operator attempts to resolve the complaint, which includes an alternative dispute resolution method.

· A written Notice of Final Action must be provided to the complainant within 90 days of the date on which the complaint was filed.  The Notice of Final Action must include, for each issue that is raised in the complaint, a statement of either the Local Area’s decision on the issue and an explanation of the reasons underlying the decision, or a description of the how the parties resolved the issue.  The Notice of Final Action must also include a statement that if the complainant is not satisfied with the Local Area’s final action the individual has a right to file a complaint with the Civil Rights Center (CRC) Director.  This must be filed within 30 days of the date on which the Notice of Final Action is issued.

· If the resolution offered is satisfactory to both the complainant and the respondent, they will be asked to sign a copy of the proposed resolution indicating their acceptance. A copy of the signed agreement shall be forwarded to the State Equal Opportunity (EO) Director for Workforce Investment Act programs. 

· The Local Area must maintain a log of complaints filed that allege discrimination based on race, color, religion, sex, national origin, age, disability, political affiliation or belief, citizenship, and/or participation in a WIA-financially assisted program or activity.  The log must include the name and address of the complainant, basis of the complaint, description of the complaint, date filed, disposition date, and any other pertinent information.  

· All documents and records (including, but not limited to work papers) associated with the complaint shall be retained by the program operator for a minimum of three years from the date of resolution of the complaint.  Documents shall be retained beyond the minimum period if litigation is still pending.  The program operator must receive written notification from the Kansas Department of Commerce prior destruction of documents.
E.
Equal Opportunity and Affirmative Action

Describe the Local Board Equal Opportunity Action policies (include a copy of the administrative entity’s Equal Opportunity and Affirmative Action statement as Attachment E).

The Area V Local Workforce Investment Board (Local Board), the local One-Stop Workforce Centers, and service providers have established and maintain a notification and communication system that makes all registrants, applicants, eligible applicants/registrants, applicants for employment, employees and interested members of the public aware of its obligation to operate in a nondiscriminatory manner.  Further, this notification and communication system clearly expresses the rights of members of these groups to file complaints of discrimination at any available level.   The primary objective is to ensure awareness and an understanding of the requirements of the Nondiscrimination and Equal Opportunity Provisions of the Workforce Investment Act (WIA).

The required Non-discrimination and Equal Opportunity Assurance must be incorporated by operation of law in the grant, cooperative agreement, contract or other arrangement whereby Federal financial assistance under Title I of the WIA is made available, whether or not it is physically incorporated in such document and whether or not there is a written agreement between the U.S. Department of Labor (USDOL) and the recipient, between the USDOL and the Governor, between the Governor and the recipient, or between recipients. The assurance also may be incorporated by reference in such grants, cooperative agreements, contracts, or other arrangements

The Area V LWIB, the local One-Stop Workforce Centers, and service providers are required to display the nondiscrimination poster, Equal Opportunity is the Law, where registrants, applicants, eligible applicants/registrants, applicants for employment, employees, and interested members of the public can readily see it.  Other methods that may be used to establish and may include, but are not limited to, the following: maintain a notification and communication system

· Post notices prominently and in sufficient numbers to be available to the public and staff;
· Post notices on the Internet;

· Post notices in newspapers and magazines;

· Post notices in internal memoranda or other written or electronic communication; and

· Provide notices to participants and make these a part of the participant's file.

Describe procedures relating to Local Board policies described in Item 1, to include the following:

a) Name, title, and telephone number of the administrative entity’s Equal Opportunity Officer;

b) Description of the methods used to make information about WIA available to individuals hearing and/or visual impairments;

c) Description of methods used to make information about WIA available to individuals with limited English speaking abilities; and

d) Description of methods used to disseminate notice and Communication of the Local Board non-discrimination policy.

State policy and guidance regarding providing services to persons with disabilities can be found in Dept of Commerce Policy No. 1‑12‑00.

The Local Board, their One-Stop Workforce Centers, and service providers allow for appropriate steps to be taken to ensure that the notification and communication system allows communication with persons with disabilities to be as effective as communications with others.  If information is provided in an alternative format, this should be documented in the participant's file.  

State policy and guidance regarding providing services to persons with limited English proficiency can be found in Dept of Commerce Policy No. 1-10-00.

When a significant proportion of persons to be served in the local area are individuals with limited English proficiency the Local Board, the One-Stop Workforce Centers, and service providers must take appropriate steps to ensure that the notification and communication system provides information in languages other than English.  Currently, the greater part of foreign languages spoken by the Kansas population in Area V is Spanish. The nondiscrimination poster, Equal Opportunity is the Law, is available in Spanish, as well as three (3) other languages, by contacting the following individual:

Kansas Department of Commerce

John G. Bowes

Acting EO Director

Workforce Compliance and Oversight

1000 S.W. Jackson Street, Suite 100

Topeka, Kansas 66612-1354

(785) 368‑6643

e-mail EO@kansascommerce.com   
Each grant, cooperative agreement, contract, or other arrangement for Federal financial assistance under Title I of the WIA must include the following assurance:
 
As a condition to the award of financial assistance from the U.S. Department of Labor under Title I of WIA, the grant applicant assures that it will comply fully with the nondiscrimination and equal opportunity provisions of the following laws:

(1) Section 188 of the Workforce Investment Act of 1998, which prohibits discrimination against all individuals in the United States on the basis of race, color, religion, sex, national origin, age, disability, political affiliation or belief, and against beneficiaries on the basis of either citizenship/status as a lawfully admitted immigrant authorized to work in the United States or participation in any WIA Title I-financially assisted program or activity; Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination on the basis of race, color, and national origin;

(2) Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits discrimination against qualified individuals with disabilities;

(3) The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the basis of age; and

(4) Title IX of the Education Amendments of 1972, as amended, which prohibits discrimination on the basis of sex in educational programs.

The grant applicant also assures that it will comply with 29 CFR part 37 and all other regulations implementing the laws listed above.  This assurance applies to 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.

Methods used to make information about WIA available to individuals with hearing and or visual impairments.

LA V has completed an on site physical review of each of its offices in an attempt to identify accessibility issues that might preclude persons with disabilities from receiving the full   benefit of WIA services.  In 2005 each Workforce Center received assisted technology equipment in order to adequately serve individuals with one or more disabilities. Area staff is trained to assist persons with disabilities or to identify coordinating agencies that can assist these customers. Methods LA V uses to inform our communities about efforts to serve customers with disabilities include marketing services using radio and TV public service ads, developing brochures describing services, and developing marketing programs to include a variety of other social service programs. 

F. 
 Information Systems

Describe Local Board policies and procedures for tracking and documenting the progress of WIA participants through various services (core, intensive, and training) and activities (eligibility, assessment, enrollment, attendance, termination, etc.).

A. Policies

Information System Policy Relating to the Adult and Dislocated Worker Programs

All Adults and Dislocated Workers entering Services 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  Kansas JobLink (KJL) a product of America’s JobLink Alliance.  Each customer will have a preliminary assessment which includes an initial eligibility determination recorded in ServiceLink, a fully-integrated component of Kansas JobLink (KJL).  Employment and Training Representatives will ensure all activities and referrals to One-Stop partners and supportive services are scheduled and supportive services are scheduled and tracked in the KJL ServiceLink System. 

Before enrollment in WIA staff intensive core services or intensive services, an eligibility determination for these services must be made.  A WIA Case Manager will complete an Eligibility Assessment in conjunction with the customer, collecting all information required to determine eligibility for services to include supporting documentation.  The WIA Case Manager will forward the completed enrollment packet to the Local Area V Administrative Office for review and approval.  Once approval is granted, all future customer services will be scheduled and tracked through the KJL ServiceLink System. 

All customers receiving staff assisted core services or transitioning to intensive service will have an 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 their WIA Case Manager of the overall objectives of the customer and as a road map to self-sufficiency.

Each service beyond core services (staff assisted core services or intensive services and/or training services) requires separate enrollment and tracking in the KJL ServiceLink system.  Before beginning a Service, the enrollment must be approved by the Local Area V Administrative Office.  Justification for the Service must be provided that is consistent with the Individual Employment Plan (IEP).  Once the Service begins, the assigned WIA Case Manager must track the participant’s progress in that Service. Participants may be concurrently enrolled in multiple Services.

Once a participant 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.  The WIA Case Manager must report to the Local Area V Administrative Office the status of Service participation, end all program Services,  provide Exit information and document training outcomes for entry into the KJL ServiceLink system within ten days.



Information System Policy Relating to Youth Programs

Youth seeking services under WIA must have an Individual Service Strategy (ISS) completed before the receipt of services.  A WIA Case Manager will complete an Individual Service Strategy (ISS) in conjunction with the youth, collecting all information required to determine eligibility for services to include supporting documentation.  The WIA Case Manager will forward the completed enrollment packet to the Local Area V Administrative Office for review and approval.  Once approval is granted, all future participant Services will be scheduled and tracked through the KJL Service Link System.

All youth participants will have an Individual Service Strategy (ISS) 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 their WIA Case Manager of the overall objectives of the youth and as a road map to self-sufficiency or completion of educational goals.

Each Service requires separate enrollment and tracking in the KJL ServiceLink System. Before beginning a Service, the enrollment must be approved by the Local Area V Administrative Office.  Justification for the Service must be provided that is consistent with the Individual Service Strategy (ISS).  Once the Service begins, the assigned WIA Case Manager must track the progress of participation in that Service.  Participants may be concurrently enrolled in multiple Services.

Once a Youth participant 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.  The WIA Case Manager must report the status of Service participation, end all program Services, provide Exit information and documentation to support outcomes for entry into the KJL ServiceLink System within ten working days. All Youth participants – Younger Youth and Older Youth – must be placed in Follow-Up Service for a minimum of one (1) year.  The WIA Case Manager must contact the youth monthly to determine if additional assistance with employment goals is needed.  The youth may be referred to a partner agency for assistance if indicated.  The Case Manager must submit Quarterly Reviews to the LWA V Administrative Office during the Follow-Up Service.  The Follow-Up Service can be extended beyond the year end date should the Youth demonstrate the need for continued Follow-Up Service.

B.
Procedures

Information System Procedures Relating to the WIA Adult, WIA Dislocated Worker Programs

All Adults and Dislocated Workers entering Services 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 JobLink (KJL) one-stop operating system, a product of America’s JobLink Alliance.  A full registration in Kansas JobLink (KJL) will be entered to include a complete work history and an initial assessment and an initial eligibility determination.  Employment and Training Representatives will insure all activities and referrals to One-Stop partners and supportive services are scheduled and tracked in the Kansas JobLink System (KJL).
The initial assessment process is used to determine if the individual appears to be appropriate to receive WIA services.  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 WIA Case Manager during the initial assessment.  The initial assessment process indicates the following:

· What services will be required for the applicant to be ready to achieve vocational goals


· What level of services will be required to provide desired skills

· Does the individual have the ability to utilize the services available from WIA or other service providers in accomplishing the desired goals  

Individuals will be referred to other service providers to obtain prerequisite levels of skills or work readiness skills before generating WIA participation if these skills or this information is necessary for the successful participation in WIA supported skills training.  Suitability will also be determined based on planned needs for hard-to-serve categories and the availability of WIA services.

The Kansas Department of Commerce advocates testing of reading and math comprehensive skills.  For this reason, Local Area V gives the Kansas Competency System (KCS), developed by the Comprehensive Adult Student Assessment System (CASAS) during the in-depth assessment process.  The following are elements used in the in-depth assessment process, which are made a part of every eligible applicant file:

a. Name of eligible applicant

b. Date of initial assessment

c. A determination, which indicates that the individual appears to be suitable or unsuitable for WIA, services

d. An explanation as to why the individual is unsuitable

e. An entry on the applicant record of referral(s) to other services

f. Indication of WIA staff person who performed the in-depth assessment

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

a. Applicant clearly does not need WIA services

b. Applicant clearly lacks necessary pre-requisites to receive reasonable training

c. He/she cannot benefit from the services that are available 

d. Enrollment is restricted to low income individuals because of limited funding

e. WIA services are not available

Local Area V will make every effort not to discriminate against those with a disability and in which reasonable accommodations can be made as required by law.  

Local Area V utilizes the Individual Employment Plan (IEP) process as a means to examine the capabilities, needs and vocational potential of a participant to be used in developing a strategy for successful long-term outcomes.  The WIA Case Manager completes the Individual Employment Plan (IEP) forms with the participant.  The Individual Employment Plan (IEP) is a client-centered and diagnostic evaluation of a participant’s barriers taking into account information from the participant such as: 

· Family situation

· Work history

· Educational background

· Occupational skills history

· Interests

· Work and training interests

· Work attitudes

· Behavioral patterns and motivation regarding work

· Employment barriers

· Financial situation

· Interest in nontraditional employment for women
· Supportive service needs

The Local Workforce Area V Individual Employment Plan (IEP) is an ongoing process, which contains periodic written updates and counseling notes that document the participant’s changing needs and Service strategies.

Local Workforce Area V will conduct an Individual Employment Plan (IEP) for all participants’ skill levels and service needs.  The Local Area V Individual Employment Plan (IEP) will include reviews of participant’s basic and occupational skills, prior work experience, employability, interests and aptitudes (including those for nontraditional jobs), and supportive service needs.

When an eligible applicant is enrolled, Local Workforce Area V will complete the Individual Employment Plan (IEP).  The individual will then be enrolled in the Services considered appropriate by the plan or a referral for other services will be made as appropriate.

In order to measure the skills, abilities, and interests of a participant, Local Workforce Area V has opted to use a combination of the following methods:

· Structured interviews

· Paper and pencil tests

· Performance tests

· Behavioral observations

· Interest and attitude inventories

· Career guidance instruments

· Aptitude tests

· Basic skill test

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).  Other academically recognized test results may be used as a measure of reading and math skill levels in lieu of the Comprehensive Adult Student Assessment System (CASAS).  Basic skills assessment is not required for those with college degrees.     

Individuals who score below the 8th grade level which is 225 or below for math and 230 or below for reading on the Kansas Competency System diagnostic scale score 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, using One-Stop partner services.  

Local Workforce Area V will regard the Individual Employment Plan (IEP) as an ongoing process.  As it becomes available and necessary, all new relevant information concerning the individual will be reviewed.  Any pertinent information that pertains to additional needs or services of the participant will be documented in the participant’s file.

The Individual Employment Plan will include an employment goal (including, for women, considered of nontraditional employment), appropriate achievement objective, and the appropriate combination of services.

The Individual Employment Plan (IEP) acts as the road map of activities and services that will be provided to the participant and is tied to the particular needs and interests of each participant.  The Individual Employment Plan (IEP) is developed in partnership with the participant.  The Individual Employment Plan (IEP) records the needs indicated in the in-depth assessment, and the expressed interests and desires of the participant.  The Individual Employment Plan (IEP) also outlines the employment goal, and justification/explanation of why services were provided to the participant. 

The Individual Employment Plan (IEP) contains the following:

· Identification of occupational proficiencies and deficiencies

· Identification of educational proficiencies and deficiencies 

· Identification of occupational goals 

· Identification of educational goals

· Identification of barriers to employment and education

· Identification of supportive service needs (including post-termination 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 (Services) to overcome identified deficiencies

· Plans to transition into unsubsidized employment

· Identification of participant progress while enrolled in a WIA program

· List of support services offered to the participant by WIA

· Referrals to other agencies/programs

· Eligibility for Pell Grant

· The appropriateness/inappropriateness of a student loan

· Identification of post-program follow-up service needs and outcomes

· List consisting of three relatives or friends for contact purposes

· Justifications for:

· Participant’s requirement for training

· Participant's job skills/work history not adequate for job placement in the current labor market

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

· Training activities (Services) offered by WIA that are not a duplication of skills already acquired

· Particular training sites chosen over other alternate sites

· Support services given to the participant determined necessary and reasonable for completing the Services.

While the participant is in a training program, continuous counseling is provided by the WIA Case Manager to apprise the participant of their personal indebtedness concerning loan repayment and their commitment towards being self-sufficient.  Individual Employment Plan (IEP) Update forms are completed by the WIA Case Manager to document the participant's progress towards meeting the planned training and employment goals.  The WIA Case Manager also reviews the participant’s financial situation and employment barriers to see if a change of circumstances has occurred which would require a new service strategy to be developed or which would require additional support services to be given to the participant to enable him or her to complete training. 

Local Workforce Area V will comply with Federal Equal Opportunity regulations in selecting program participants.  Applicant information will be recorded at the field offices and forwarded to the Local Workforce Area V 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) will be maintained per 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 Local Workforce Area V’s KJL ServiceLink 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 the KJL ServiceLink 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 Local Workforce Area V Administrative Office and One-Stop Center.   

· Eligibility criteria for WIA programs and services will be entered into the KJL ServiceLink System for each participant.  Participants will be determined eligible based upon the Workforce Investment Act (WIA) required criteria for a particular program.  Participant’s eligibility will be documented in the client file by referencing specific criteria from the database file.

The tracking of participants enrolled in various Services will include, but will not be limited to, training and service limitations, attendance, and Exit.  The following are the instruments used in tracking participants:


· KJL ServiceLink System:

· Case Details – Universal Information

· Program Details

· Enrollment Details

· Service / Training Plan

· Service Details 

· Additional participant /Service specific reports as requested

· KJL FiscalLink System:

· Participant Budget

· Participant Budget Status Sheet (BSS)

· Participant Transaction Sheet (PTS)

· Additional fiscal participant / vendor Service specific reports as requested

· Participant Individual Employment Plan (IEP) and Individual Employment Plan (IEP) Updates

· Contracts / Training Agreements / Support Agreements and Contracts / Training Agreements / Support Agreements Modifications

· Time Sheets (Weekly, and Monthly)

· Participant Progress Reviews as stipulated by Service of Training

· KJL FiscalLink Payment Vouchers

· Quarterly Participant Progress Reviews 

Length of training is established in the participant budget and reflected in the Contract / Training Agreement for Services.  The Local Workforce Area V Administrative staff reviews and approves the budget and contract / training agreement / support agreements as well as any related modifications to ensure that the policies on limitations for training are being met.  The contract / training agreement / support agreement and participant budget become the controlling elements.  Upon submittal of a Payment Voucher, the Local Workforce Area V Administrative Office checks against the participant budget and previous expenditures to ensure that overpayments do not occur and other limitations are in compliance. The KJL FiscalLink System edit checks prevent overpayments from fiscal expenditure categories when the fiscal transaction is properly entered into the KJL FiscalLink System.

A more detailed description of the participant tracking and documentation system is provided in the Kansas JobLink (KJL) ServiceLink Manuel and the Kansas JobLink (KJL) FiscalLink Manuel (incorporated herein by reference).

The Local Workforce Area V Administrative Office and WIA Case Managers 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 Local Workforce Area V Administrative Office for all participants and copies maintained in the One-Stop Center.  Time sheets used will depend on the component in which the participant has been placed.  For the On– the-Job (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 have their hours of attendance reported to the WIA Case Manager by the training provider on a bi-weekly basis.  Participant related payments (training and support services) must be documented appropriate to the Service of enrollment.

Procedures for Local Workforce Area V Participant program Exit:  

a. Following completion of the training program, or failure to participate in an activity for 90 days and not having any future activities scheduled, the WIA Case Manager conducts an Exit interview with the participant.

b. The WIA Case Manager with the participant determines if additional services are required. 

c. If additional services are not required, the participant is Exited.

d. The WIA Case Manager completes the LWIA V ServiceLink Exit Form and forwards it with the Participant Contract and Progress Review Log and all documents supporting Service out-comes to the Local Area Workforce V Administrative Office.

e. The information from the LWIA ServiceLink Exit Form is keyed into the KJL ServiceLink System at the Local Workforce Area V Administrative Office and the participant record is removed from the active “My Cases” list in the KJL ServiceLink System.

Procedures for Collecting Program Data 

Local Workforce Area V WIA uses the Kansas JobLink one-stop operating system, a product of America’s JobLink Alliance for input and management of customer data, WIA participation data and related data.  Kansas JobLink includes the following fully-integrated components:

· JobLink – self-service access for job seekers and employers, including various levels of information disclosure and automated job matching by e-mail.  Recent job-seeker feedback indicates an 80% satisfaction /ease-of-use rating for KJL.

· ServiceLink – One-Stop case management, data collection, and reporting system, including state-wide Job Service labor exchange services and activities.

· Career Information System (CIS) – graphical display of LMIS and KJL real-time labor market information.  This includes standards BLS data sets for occupational projections and wage information and real time statistics based on Job Service registrants and labor Exchange activities.

· ETP – WIA-compliant eligible training provider and consumer reports system.

· FiscalLink – fiscal management and tracking system for the management of client and vendor payments for DOL programs administered in LWIA V.

· WARN – searchable database of businesses who have announced mass layoffs, both WARN and non-WARN.

The Kansas JobLink System is implemented state-wide for Job Service labor exchange and one-stop operations. Local Workforce Area V uses the ServiceLink component for WIA Title I B case management and reporting. Local Workforce Area V uses the FiscalLink for all WIA participant, vendor, Local Workforce Investment Board (LWIB) and Chief Election Officials (CEO) fiscal transactions.

The original WIA participant records are kept at the Local Workforce V Area Administrative Office.  Each WIA Case Manager maintains a counseling file on each participant in his or her caseload.  Offices and file cabinets are kept locked when unattended in all locations.  The Kansas JobLink Data System is backed up on a daily bases in Topeka as well as the Local Workforce Area V Administrative office to guard against loss of data.   

Local Workforce Area V will comply with federal equal opportunity regulations in selecting program participants.  Applicant information will be recorded at the field offices and forwarded to the Local Workforce Area V 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) 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 Kansas JobLink / ServiceLink 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:    

a. Participant data from individual files will be entered into the KJL ServiceLink 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.

b. A hard copy file is maintained on all transactions during the course of a participant's enrollment in the Local Workforce Area V Administrative Office and field offices.

c. Eligibility criteria for WIA programs and services will be listed in KJL ServiceLink System and updated on a regular basis as appropriate.  Participants will be determined eligible based upon the required criteria for a particular program or service.  Included in this list will be 
restrictions on the provision and duration of services and specific activities authorized by the WIA Act.  Participants’ eligibility will be documented in the client file by referencing specific criteria from the KJL ServiceLink participant record.

The tracking of participants enrolled in various activities and services will include, but will not be limited to, training and service limitations, attendance, exit and follow-up.  The following are the instruments used in tracking participants:

KJL ServiceLink System: 

· Case Details – Universal Information

· WIA Program Details


· Enrollment Details 

· Service/Training Plan 

· Service Details 

· Additional participant / Service specific reports as requested

KJL FiscalLink System:

· Participant Budget

· Participant Budget Status Sheet (BSS)

· Participant Transaction Sheet (PTS)

· Additional fiscal participant / vendor Service specific reports as requested.

· Participant Individual Employment Plan (IEP) Individual Employment Plan Updates.

· Contracts, Training Agreements, Support Agreements and Contract, Training Agreements, Support Agreements Modifications

· Time Sheets (Weekly, and Monthly)

· KJL FiscalLink Payment Vouchers

· Quarterly Participant Reviews
Information System Procedures Relating to Youth Programs

Youth seeking services under WIA must have an Eligibility Assessment performed before the receipt of services. WIA Case Managers will complete an Eligibility Assessment in conjunction with the youth, collecting all information required to determine eligibility for Services to include supporting documentation.  The WIA Case Manager will forward the completed enrollment packet to the Local Workforce Area V Administrative Office for review and approval.  Once approval is granted, all future youth services will be scheduled and tracked through the KJL ServiceLink component and KJL FiscalLink component.

All participants will have an Individual Service Strategy (ISS) 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 their WIA Case Manager as the overall objectives of the participant and as a road map to self-sufficiency and/or completion of educational goals.

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). Other academically recognized test results may be used as a measure of reading and math skill levels in lieu of the Comprehensive Adult Student Assessment System (CASAS). 

Older Youth who score below the 8th grade level which is 225 or below for math or 230 or below for reading on the Kansas Competency Systems diagnostic scale score should be referred to remediation to upgrade their functional basic skills. 

Younger Youth who score below the 8th grade level which is 225 or below for math or 230 or below for reading on the Kansas Competency Systems diagnostic scale score must be referred to remediation to upgrade their functional basic skills.  A Goal for Younger Youth to improve basic skills must be set in the KJL ServiceLink System using the Registration / Eligibility Date as the Date Set.  A period of one (1) year is allowed to meet or exceed the level of basic skills improvement specified in the Individual Service Strategy (ISS).  If the Younger Youth is not deficient in Basic Skills an appropriate Goal based on their assessment of need as recorded on the Individual Service Strategy (ISS) must be set using the Registration / Eligibility Date as the Date Set.  One year from the Date Set is allowed to achieve or exceed each scheduled Goal.  The first Goal must be set using the Registration / Eligibility Date.  Additional Goals may be set at any time during the youth’s participation period.  The Set Date of each Goal (after the first Goal is set) should reflect the date the youth initiated training to achieve the Goal. Younger Youth Skill Attainment rates in basic skills, occupational skills, and work readiness skills are measured in the KJL ServiceLink System as required by the WIA Regulations and reported as required to the Department of Labor (DOL).  Progress toward achieving the set Goal and achievement of the set Goal are reported using the LWIA V WIA Quarterly Review Form.  Information reported on the LWIA V Quarterly Review Form is entered in the KJL ServiceLink System for required reporting to the U.S. Department of Labor (DOL).  

Each Service requires separate enrollment and tracking in the KJL ServiceLink System.  Before beginning a Service, the enrollment must be approved by the Local Workforce Area V Administrative Office.  Justification for the Service must be provided that is consistent with the Individual Service Strategy (ISS).  Once the Service begins, the assigned WIA Case Manager must track the participant’s progress in that Service.  Participants may be concurrently enrolled in multiple services.

Once a participant 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.  The WIA Case Manager must report to the Local Workforce Area V Administrative Office the status of Service participation, end all program Services, provide Exit information and document training outcomes for entry into the KJL ServiceLink System within ten days.  All Youth participants – Younger Youth and Older Youth – must be placed in Follow-Up service for a minimum of one (1) year.  The WIA Case Manager must contact the youth monthly to determine if additional assistance with employment goals is needed.  The WIA Case Manager must submit Quarterly Reviews to the Local Workforce Area V Administrative Office during the Follow-Up Service period.  The Follow-Up Service can be extended beyond the year end date should the youth demonstrate the need for continued Follow-Up Service.

The WIA Case Manager is to use the LWIA V WIA Follow-Up Quarterly Review – Older Youth (19-21) form to track and report the needs and outcomes of the Older Youth and the reported information is to be entered into the KJL ServiceLink System as indicated to meet U.S. Department of Labor (DOL) WIA reporting requirements.  The WIA Case Manager is to use the LWIA V WIA Follow-Up Quarterly Review – Younger Youth (14-18) to track and report the needs and outcomes of the Younger Youth and the reported information is to be entered into the KJL ServiceLink System as indicated to meet the U.S. Department of Labor (DOL) WIA reporting requirements.

Describe Local Board policies and procedure for developing, validating, and submitting quarterly and annual reports for performance outcomes, annual characteristics to validate equal opportunity, and submission of the annual WIASRD (Workforce Investment Act Standard Reporting Document).

All participant related reports – quarterly, annual, performance outcomes, annual characteristics  as well as the annual WIASRD– are calculated using data entered into the Kansas Job Link – ServiceLink System.  The State Staff (Department of Commerce) as the Administrative Entity compiles and submits all DOL required reports on a quarterly and annual basis.  All related participant documentation supporting the reported data is maintained in the Local Area V Administrative Office.
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