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Policy Number:  #3-31-00  (This replaces Policy #3-19-01)

Originating Office:  Workforce Services
Subject:  Data Collection 

Issued:  July 27, 2010 
Programs:  Workforce Investment Act (WIA)

Purpose: This policy sets standard operating procedures for data collection including what data must be collected, verification, validation and security.  The purpose is to ensure electronic databases and reports are certifiably accurate.
Reference: Workforce Investment Act of 1998, 20 CFR Part 652, TEGL 17-05
Background:  It was determined that Policy 3-19-01 Management Information Systems Manual served more as a reference manual than a policy.  Therefore, Policy 3-19 was rescinded and the details within it that were indeed policy matters were preserved and placed in this policy.  The details of Policy 3-19 that were not pulled into this policy will be updated and distributed as reference material.  Until that update occurs, policy 3-19 will be posted as reference material entitled “Management Information Systems Manual.” In the event of conflict between this policy and the reference manual, this policy supersedes.
Action:  Disseminate to all interested parties.
Contact: Questions should be directed to WIA Administrator, (785) 296-0607, TTY: 711, 
e-mail: workforcesvcs@kansasworks.com. 
Attachment: None.
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Data Collection
Data Collection Requirements

The state and local workforce investment boards (LWIBs) are required to establish basic standard operating procedures for data collection and handling to ensure the quality and integrity of data over time.  This includes standards for data verification, data validation and data security.  The purpose is to ensure resulting electronic databases and reports are certifiably accurate.

Data verification is a process that involves checking the accuracy of all, or a sample of, computerized records against the original paperwork or other source(s).  Although the goal of data entry is to achieve 100 percent accuracy, it is rarely accomplished due to recording or keying errors. The data verification process is the confirmation of the accuracy of all, or a sample of, keyed entries by comparison with the original source(s) to identify and correct errors.

Data validation involves checking the reasonableness of all, or a sample of, data entered into the electronic database.  Although data may be correctly transcribed from forms, it may not be accurate or logical because of recording errors.  For example, entering a date of program exit that is before the date of registration raises doubt about the accuracy of such entries, regardless of whether or not they were properly transcribed from the paperwork or other sources.

Data security involves ensuring only authorized staff has access to electronic databases and paper files containing sensitive client information.  It is imperative that client information is protected at all times.  Client information can only be released to third party agencies or entities if the client has authorized such release or the custodian of the records is presented with a valid court order requesting information pursuant to legal action.

Examples of procedures for data collection and handling to ensure the resulting electronic database is accurate include the following:

· Checking the accuracy of the computerized records against the original source (usually paper copies of records);

· Conducting random calls to participants or other sources to verify the accuracy of the information collected;

· Ensuring paper files containing client information are secured in filing cabinets and access to such files is limited to authorized personnel;

· Evaluating data collection efforts by using trained staff to randomly observe interviews and other data collection methods;

· Limiting access to client information to authorized personnel who are trained in data security and validity and have acknowledged in writing the requirement to safeguard client data; and

· Performing logical checks of the data (although data may be correctly transcribed from the original forms, it may not be accurate because of misprints, typographical errors and other mistakes).

Confidential Access to Wage Records 

To calculate performance measure information, local and state level officials must access Unemployment Insurance (UI) wage records.  In accordance with Kansas statute, all wage information must be kept strictly confidential and be used only for the purposes intended, which is to develop information for the performance accountability system.  Each organization or entity using wage record information must ensure all staff who have access to, or who compile wage record information, are aware of the Kansas statute regarding confidentiality.  

Standard Management Information System

WIA Section 185 requires grant recipients maintain and submit certain information to the U.S. Secretary of Labor for use in appraising the performance of departmental programs. Section 185(c)(2), in particular, requires the maintenance of a management information system designed to facilitate the uniform compilation and analysis of programmatic, participant and financial data necessary for reporting, monitoring and evaluation purposes.

In general, WIA, Trade Act, ARRA and Wagner-Peyser program reports shall contain information such as the following:

· Demographic characteristics of participants; 

· Programs and activities in which participants are enrolled; 

· Outcomes of the programs and activities for the participants; 

· Costs of the programs and activities; and 

· Information necessary to prepare reports concerning nondiscrimination.

The Management Information System (MIS) Reference Manual is the reference for standard data elements that must be kept up-to-date. These elements are defined and provided with a standard value in the manual.  
KANSASWORKS.com and ServiceLink are the standardized data processing collection and reporting systems of Kansas for WIA, Trade Act and Wagner-Peyser programs. Each LWIB and statewide program is required to collect and submit information to the Kansas Department of Commerce (Commerce). Commerce shall oversee maintenance and adaptations to the MIS system to facilitate data entry, reporting, monitoring, evaluation and other such needs of the local areas for the required data.  A request for database edits and ad hoc reports generated from KANSASWORKS.com may be submitted and processed on an area-by-area basis.  For other changes, such as application changes or expansion of database collection processes, a joint development meeting with Commerce, local area and vendor staff shall be held within 30 days to define specifications. Meeting results shall include a proposed timeframe and cost estimate. 

For those LWIBs electing to use management information systems other than KANSASWORKS.com, there is still an obligation to collect all data elements necessary to support both federal and state data collection and reporting requirements for submission to the state on demand for inclusion in the MIS system. These data elements are outlined in the 
Management Information Systems Manual. Each local area will be responsible to resolve all data discrepancy issues between their system and the state MIS system. The state MIS system will be the basis for all federal and state outcome reporting, report validation and data validation. Some client status reports generated from the electronic database are to be kept in the participant's file to verify data entered in the electronic database. Commerce shall supply a standardized upload file format for all required MIS data.  
Applicant’s Certification

The signature of the applicant must be obtained attesting the information on the application is true to the best of the applicant's knowledge and there is no intent to commit fraud.  The signature should acknowledge the information on the application will be used to determine eligibility, the applicant may be required to document the accuracy of the information and the information is subject to external verification and may be released for such purposes.  The signature should also acknowledge that, if found ineligible subsequent to enrollment, the applicant will be terminated.  If the applicant is terminated as a result of falsifying information on the application, they may also be prosecuted for fraud and/or perjury.  

Eligibility verification should be made available to the applicant upon request.  In the case of a minor (except for a minor who is head of household), the signature of a parent, guardian or other responsible adult is also required, along with the date the application is completed.  The interviewer shall countersign and date the application.

An authorized staff member should thoroughly review the entire eligibility assessment application and determine if the information is complete, consistent and the eligibility determination is correct.  If the eligibility verification is met, the staff member should sign and date the eligibility assessment.

Procedures for verification of eligibility must be included in the local strategic and operational plan.

Performance Accountability System 

As part of the president’s budget and performance integration initiative, the Office of Management and Budget and other federal agencies developed performance measures for certain programs with similar goals. These common measures will be used to describe in a similar manner the core purposes of the workforce system (e.g., did people find jobs, did they stay employed and did their earnings increase).

The Office of Management and Budget, as part of the President’s Management Agenda, issued several directors’ memoranda requiring federal programs to implement standardized outcomes for employment and training programs. These broad indicators for performance have been refined by the Employment and Training Administration into the common measures for adult and youth that are being applied to all USDOL employment and training programs. TEGL 17-05 
defines the common measures and establishes guidance for defining point of participation, point of exit and customer satisfaction requirements. Where possible, TEGL 17-05 has replaced the WIA performance outcome definition with the common measure outcome definition. Three common measures apply to programs serving adults and dislocated workers, and three common measures apply to programs serving youth. 

Performance Groups and Common Measures

There are three performance groups that contain a total of nine performance measures as follows:

Adult Performance Group
1. Entered Employment Rate - of those not employed at participation, the number entering employment by the end of the first quarter after exit divided by the number exited during the quarter
2. Employment Retention Rate – of those employed in the first quarter after exit, the number employed in both the second and third quarters after exit divided by the number exited during the quarter
3. Average Earnings – of those employed in the first through third quarters after exit, sum of the total earnings in the second and third quarters after exit divided by the number of participants exited during the quarter
Dislocated Worker Performance Group

1. Entered Employment Rate - of those not employed at participation, the number entering employment by the end of the first quarter after exit divided by the number exited during the quarter
2. Employment Retention Rate - of those employed in the first quarter after exit, the number employed in both the second and third quarters after exit divided by the number exited during the quarter
3. Average Earnings - of those employed in the first through third quarters after exit, sum of the total earnings in the second and third quarters after exit divided by the number of participants exited during the quarter
Youth Performance Group
1. Placement in Employment or Education – of those not in post-secondary education or employment at participation, the number employed or in post-secondary education/advanced training/occupational skills training in the first quarter after exit divided by the number exited during the quarter
2. Attainment of a Degree or Certificate – of those enrolled in education at any point during participation, the number attaining a diploma, GED or certificate by the end of the third quarter after exit divided by the number exited during the quarter
3. Literacy and Numeracy Gains – the number of youth participants who increase one or more educational functioning levels divided by the number of participants who have completed a year in the program plus the number who exit before completing a full year
Negotiating Performance Levels

The state must propose expected levels of performance for each of the adult, dislocated worker and youth program measures and negotiate those with USDOL. Each LWIB and chief elected official negotiates with the state to reach agreement on local area performance for those same measures. After levels are negotiated, a local area’s request for a revision must be based on significant changes in either local or statewide economic conditions, changes in the mix of available services or changes in customer demographics.

Performance measure calculations include all WIA adult and dislocated workers receiving services beyond self-service or informational activities. When significant staff resources are involved, adults and dislocated workers should be registered for WIA services. All youth who receive WIA Title I services beyond eligibility determination will also be included in the performance measures calculations. 
Concurrent Enrollments

Reporting under WIA is designed to provide the state and the LWIBs the opportunity to track and report services received by WIA Title I-B participants from partner programs such as TANF, Voc Rehab, etc. While tracking and reporting these services is optional, it can be advantageous because receipt of tracked partner services can be used to avoid exits under WIA Title I-B.
When partner services are tracked and reported, receipt of partner services can be counted just like WIA services when determining the exit date. The only partner services that can extend the exit date are those services that would extend the exit date if WIA Title I-B had funded them. These include services that would qualify under WIA as core services (other than informational or self-service) such as intensive services, training services or youth activities (except for follow-up services). These services also include similar employment and training activities such as adult literacy training. These do not include services that provide income support (e.g., SNAP, TANF, UI benefits). 
Data Sources

Wage Records 

Wage records will be used to determine employment, retention and average earnings. Unemployment Insurance (UI) wage records will be the primary data source. While the majority of wages will come from the state’s UI system, certain types of employers and employees are excluded by Federal UI law or are not covered under state law. USDOL allows record sharing and/or automated record matching with other employment and administrative data sources to determine employment and earnings for these workers. Additional wage record sources include the following: Wage Record Interchange System (WRIS), Office of Personnel Management (OPM), US Postal Service (USPS), Department of Defense (DOD), Railroad Retirement System, state and local government employment records, judicial and public school employment records, New Hires Registry, state Department of Revenue or Tax. 

OPM, USPS and DOD are all part of the Federal Employment Data Exchange System (FEDES), of which Kansas is a pilot state. The majority of wages will come from either state UI wage records, WRIS or FEDES.

Supplemental Sources of Data 

There are other wages that cannot be obtained through any of the methods above or are difficult to obtain due to state confidentiality laws. For these individuals, supplemental sources of data may be used to determine employment and retention. Allowable sources include case management notes, automated labor exchange system administrative records, surveys of participants and contact with employers. All supplemental data and methods must be documented and are subject to audit. Employment identified using supplemental data will not be part of the average earnings measure.

Administrative Records

Administrative records will be used to obtain information for placement in education or training and attainment of degrees/certificates. All data must be documented and are subject to audit.

For placement in post-secondary education or advanced training/occupational skills training the following record sources are acceptable:  Case management notes or surveys of participants; record-sharing agreements and/or automated record matching with administrative or other data sources, including the state board(s) governing community colleges and universities, state education associations, integrated post-secondary or higher education reporting unit and training institutions/providers.

For attainment of degree or certificate the following record sources are acceptable: Case management notes or surveys of participants; record-sharing agreements and/or automated record matching with administrative or other data sources, including the state board of education, state board(s) governing community colleges and universities, state licensing board for private schools, state education associations, integrated post-secondary or higher education reporting unit, state units or boards that regulate professional or occupational licensing/certification (i.e., State Board of Nursing), professional, industry or employer organizations or a product manufacturer or developer, training institutions and providers, Adult Basic Education providers for GED/equivalency testing.
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