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Local Area 1 

WIA Title IB Youth

Policies and Processes 

July 1, 2008 to June 30, 2010
NOTE: All Federal, State and Local policies and processes can change throughout the program year.  All changes established by either the Federal, State or LAI LWIB take effect immediately upon release of the new or updated policy and/or process.
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Youth Program Development Policies and Processes:
Federal Policy

· WIA Section 117 (d), 117(h), 129 (a); 129(c)(1), 129(b)(2); 129(c)(4) and (5); 117(d)(3)(B), 20 CFR part 661, 20 CFR part 662; 121(b)(1)(B)(i); 664.400; 664.410;

· A local youth program is defined as those youth activities offered by a Local Workforce Investment Board for a designated local workforce investment area.

· The main purpose of the youth program is to increase the focus on longer term academic and occupational learning opportunities.  Congress outlined six purposes for use of funds for youth activities:

· Provide assistance to youth in achieving academic and employment success by improving education and skills competencies, and by providing effective connections to employers;

· Ensure ongoing mentoring opportunities for eligible youth with adults committed to providing such opportunities;

· Provide opportunities for training to eligible youth;

· Provide continued supportive services for eligible youth;

· Provide incentives for recognition and achievement for eligible youth; and

· Provided opportunities for eligible youth in activities related to leadership, development, decision-making, citizenship, and community service.

· From the funds reserved by the Governor for youth activities, the Governor must support the following statewide youth activities:
· Disseminating a list of eligible providers of youth activities;
· Conducting evaluations and providing incentive grants local areas for regional cooperation;
· Providing technical assistance to local areas that fail to meet local performance measures;
· Assisting in the establishment and operation of one-stop delivery systems;
· Operating a fiscal and management accountability information system; and
· Providing additional assistance to local areas that have a high concentration of eligible youth.
· Each local board, in cooperation with the chief elected official for the local workforce area, must appoint a Youth Council as a subgroup of the local Board.  Those members of the Youth Council who are not members of the local Board do not have voting rights on the full Board but they may vote as members of the Youth Council.
· The duties of the Youth Council include:
· Develop the portions of the local plan relating to eligible youth, as determined by the chairperson of the Local Board;
· Recommending to the local Board eligible providers of youth activities to be considered for grants or contracts on a competitive basis;
· Conducting oversight with respect to eligible providers of youth activities;
· Coordinating youth activities that are authorized by the Act; and
· Other duties determined to be appropriate by the chairperson of the Board.
· The membership of each youth council must include:
· Members of the Local Board, such as educators, which may include special education personnel, employers, and representatives of human services agencies, who have special interest or expertise in youth policy.
· Members who represent services agencies, such as juvenile justice and local law enforcement;
· Members who represent local public housing authorities;
· Parents of eligible youth seeking assistance;
· Individuals, including former participants, and members who represent organizations, that have experience relating to youth activities; and
· Members who represent the Job Corps.
· Responsibility for oversight of the youth program oversight;

· The Local Board, working with youth council, is responsible for conducting oversight of the local youth programs operated under the Act, to ensure both fiscal and programmatic accountability.

· Local program oversight is conducted in consultation with the local area’s chief elected official.   

· The Local Board may, after consultation with the CEO, delegate other youth program oversight responsibilities, to the youth council, recognizing the advantage of delegating such responsibilities to the youth council whose members have expertise in youth issues.

· At a minimum, 30 percent of the funds at the local level must be used to provide youth activities to out-of-school youth.  
· The design framework of local youth programs must:
· Provide an objective assessment of each youth participant and includes a review of the academic and occupational skill levels, as well as the service needs, of each youth;
· Develop an individual service strategy for each youth participant including identifying an age-appropriate career goal and consideration of the assessment result for each youth; and
· Provide preparation for postsecondary educational opportunities, provide linkages between academic and occupational learning, provide preparation for employment, and provide effective connections to intermediary organizations that provide strong links to the job market and employers.
· Eligible providers of youth services must be selected by awarding a grant or contract on a competitive basis does not apply to the design framework component, such as services for intake, objective assessment and the development of individual services strategy, when these services are provided by the grant recipient/fiscal agent.
· The local plan must describe the design framework for youth program design in the local area, and how the ten program elements are provided within that framework.
· Local Boards must ensure appropriate links to entities that will foster the participation of eligible local area youth.  Such links may include connections to:
· Local area justice and law enforcement officials;
· Local public housing authorities;
· Local education agencies;
· Job Corp representatives; and
· Representatives of other area youth initiatives, including those that serve homeless youth and other public and private youth initiatives.
· Local Boards must ensure that the referral requirements for youth who meet income eligibility criteria are met, including:
· Providing these youth with information regarding the full array of applicable or appropriate services available through the Local Board or other eligible providers, or One-Stop Partners.
· Referring these youth to appropriate training and educational programs that have the capacity to serve them either on a sequential or concurrent basis.
· In order to meet the basic skills and training needs of eligible applicants who do not meet the enrollment requirements of a particular program or who cannot be served by the program, each eligible youth provider must ensure that these youth are referred:
· For further assessment, as necessary, and
· To appropriate programs
· The chief elected official, as the grant recipient for the youth program is required One-Stop Partner and is subject to the requirements that apply to such partners.  (see One-Stop Policies and Processes)  Connections between the youth program and the One-Stop system may include those that facilitate:

· The coordination and provision of youth activities;

· Linkages to the job market and employees;

· Access for eligible youth to the information and services

· Other activities designed to achieve the purposes of the youth program and youth activities.

State Policy

· KDOC – DOL Waiver #6 - This waiver extension would allow for the continued establishment of Eligible Youth Providers in rural locations thorough both a competitive and non competitive process depending on the availability of provider services

Local Policy

· The established Youth Council will make policy recommendations regarding the development of the LAI Youth Program.  Once the LWIB has considered policy recommendations a vote must be taken in order to adopt the policy.

· The LWIB requires that the Administrative Entity assign staff to work in conjunction with the Youth Council. 

· The WIA Youth program service providers will be procured through competitive bid process.  Contracts will be for a period of 1 year with a renewable clause for one additional year. 

· Due to the large rural geographic area, the LAI LWIB will utilize the KDOC Waiver #6. 

· Local/regional WIA youth services identification (asset/resource mapping of providers/services)  and the local delivery plan for the 10 required service elements, as applicable should be included in RFP and subsequent youth service provider contracts. In addition, all providers of 10 program elements must complete an MOU with the LWIB which identifies the service/element, city/county/region where services are delivered, and youth population to serve. Contractor must provide MOU for each program element.  The agencies entering into the MOU must identify the service, specifications and cost of each service.  In addition, each agency must provide documentation that all applicable staff is covered under a fidelity bond as well as a Kansas Bureau of Investigation and a Child Abuse and Neglect Central Registry background check completed. If an agency is not available an individual may enter into a MOU with the following additions; resume, list of references, Kansas Bureau of Investigation and Child Abuse and Neglect Central Registry background check. 

· All youth participants, services, and referrals must be entered into the Kansas Service Link system for tracking purposes.

Youth Program Development Processes:

· The LAI Youth Council holds in-person meetings and/or teleconference meetings once a quarter.

· Youth Council Staff acts as a liaison between the Youth Council and the Youth Service Providers.  

· Members of the youth council will participate in the development of and scoring of all youth service provider RFPs.  

· The Youth Council and LWIB Administrative Office will review participant, services, and referral data on a quarterly basis to ensure provision of services and referrals is in compliance with all policies and processes.

· Contract and budget negotiations will include youth council members. 

· Data Collection

· Physical

· RFP

· Youth Council Minutes

· LWIB Minutes

· Youth Contracts

· Electronic

· KSL New Registrant Report

· Youth Performance Measures 

· KSL Program Element Report

· KSL Obligation Report

Youth Program Development Monitoring:
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Services and Fiscal Link reports
Youth Eligibility Policies and Processes

Federal Policy

· WIA Section 101(13); 101(25); 664.200;  664.220; 664.310; 129(a), TEGL-05-03

· An eligible youth is defined as an individual who:

· Is age 14 through 21

· Is low income individual, AND

· Meets one or more of the following categories:

· Deficient in basic literacy skills

· School dropout

· Homeless, runaway or foster child

· Pregnant or parenting

· Offender

· Requires additional assistance to complete an education program to secure or retain employment (includes youth with disabilities) which may be established by the State and local area.

· Deficiency in basic literacy skills criterion:

· Definitions and eligibility documentation requirements regarding the “deficiency in basic literacy skills” criterion may be established at the State or local area.  These definitions may establish criteria based on State or local are concerns, and must include a determination that an individual:

· Computes or solves problems, read, write, or speaks English at or below 8th Grade level on a generally accepted standardized assessment.

· Is unable to compute or solve problems, road, write, or speaks English at a level necessary to function on the job, in the individual’s family or in society.

· In cases where the State Board establishes State policy on this criterion, the policy must be included in the State plan.

· All potential youth enrollees must have their basic skills assessed.

· If the participant is deficient in basic literacy skills, the individual must set, at a minimum one basic skills goal.

· All youth participants must be deemed eligible and registered in order to participate in the youth program.

· Definitions and eligibility documentation requirements regarding the “requires additional assistance to complete an educational program or to secure and hold employment” criterion may be established at the State or local level.  The policy must be documented either in the State or Local five year plan.

· Section 664.220 allows for five percent (5%) of youth to be served that do not meet the income criterion. These youth must fall within one or more of the following categories:

· School dropout

· Basic skills deficient

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

· Pregnant or parenting

· Possess one or more disabilities (including learning disabilities)

· Runaway

· Offender

· Attending alternative school (identified by Local Area I LWIB)

· Receiving treatment for drug or alcohol dependency (identified by Local Are I LWIB)

· A disabled youth are considered a family of one and may be eligible if the youth’s own income:

· Meets the income criteria established by WIA

· Meets the income eligibility criteria for case payments under any Federal, State, or local public assistance program. 

· An Out-of-School youth is an individual who:

· Is an eligible youth who is a school dropout; or

· Is an eligible youth who has either graduated from high school or holds a GED, but is basic skills deficient, unemployed or underemployed.

· Dropout status is determined at time of registration.

· WIA Section 134 Section 189(h) and 20 CFR Part 667.250 WIA regulations - Only males, who are subject to the registration requirements of the Military Selective Service Act, are eligible for participation in WIA-funded programs and services.  

· WIA-funded programs and activities shall be made available to citizens and nationals of the United States, lawfully permanent resident aliens, refugees, asylees, parolees, and other immigrant authorized by the Attorney General to work in the United States.

· All potential enrollees must document Social Security, Selective Service Registration, Age, and Citizenship.

· All applicable eligibility elements must be documented appropriately.

· Eligibility assessment must be completed on all potential enrollees.

· A homeless/runaway and foster child are considered a “family of one.”  Youth’s own income must be considered for eligibility.

· An individual meeting both the veterans’ and the mandatory priorities or spending requirement or limitation would obtain the highest preference for the program. Adult/Dislocated Worker Local Resource Allocation and Individual Training Accounts (ITAs) - Consistent with the principle that veterans’ priority must be applied within the existing context of the relevant Department of Labor program, the Jobs for Veterans Act does not change the requirement that participants must qualify as eligible under the Workforce Investment Act, nor does it change local area ability to budget funds among core, intensive, training and supportive serves.  Local programs are not required to change their allocations among services to reserve funds for veterans, but are required to ensure that eligible veteran workers are given priority over non-veterans for all available services.
State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual – Policy 300-14-01

· MIS Policy Manual – The Management Information System (MIS) Manual is the reference for standard data elements that must be maintained. These elements are defined and provided with a standard value in the DIS. http://entkdhr.state.ks.us/PolicyManual/PM300-19-02Contents.htm contains specific reporting requirements.  

· The State has directed in the State Five-Year Plan that the local areas define the components of the sixth youth eligibility criterion. The sixth youth eligibility criterion is “low income youth who require additional assistance to complete an educational program, or to secure and hold employment.”

· The State has directed will design forms for accurate eligibility determination and maintain documentation that supports key elements of a participant’s eligibility for WIA. Obtain the signature of the applicant as well as parent or guardian attesting that the informa​tion on the application is true to the best of the appli​cant's knowledge and there is no intent to commit fraud.  The sig​nature should acknowledge that the information on the application will be used to determine eligibility, that the applicant may be required to document the accuracy of the information and that the informa​tion is subject to external verification and may be re​leased 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 minors who are heads of households), the signature of a parent, guardian or other responsible adult is required.  Also, record 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 informa​tion is complete, internally consistent and the eligibility determination is correct.  If the eligibility verification is met, he/she should record his/her signature and the date.
 
Procedures for verification of eligibility should be included in the approved Local Area Plan.

· All potential enrollees must document Social Security, Citizenship, Age, and Selective Service Registration in the following manner:

· Social Security (acceptable documentation)

· DD-214 Report of Transfer or Discharge

· Employment Records

· IRS Form Letter 1722

· Letter from Social Service Agency

· Pay Stub

· Social Security Benefits

· Social Security Card

· W-2 Form

· Selective Service Registration (acceptable documentation)

· Acknowledgement letter

· DD-214 Report of Transfer or Discharge

· Registration by designated WIA Official

· Selective Service registration Card

· Selective Service System Contact

· Selective Service Verification Form

· Stamped Post Office Receipt of Registration

· Citizenship (acceptable documentation)

· Alien Registration Card indicating Right to Work

· Baptismal Certificate (if place of birth is shown)

· Birth Certificate

· DD-214 Report of Transfer or Discharge

· Food Stamp Record

· Foreign Passport Stamped Eligible to Work

· Hospital Record of Birth

· Naturalization Certification

· Public Assistance Records

· U.S. Passport

· Voter Registration Card

· Birth Date/Age (acceptable documentation)

· Baptismal Certificate

· Birth Certificate

· DD-214 Report of Discharge or Transfer

· Driver’s License

· Federal, State, or Local Government ID Card

· Hospital Record of Birth

· Passport

· Public Assistance/Social Service Records

· Work Permit

· School records/Identification Card indicating birth date.  All applicable eligibility elements must be documented appropriately.  The following documents are acceptable:

· Cash Public Assistance

· Copy of Authorization to Receive Cash Public Assistance

· Copy of Public Assistance Check

· Public Assistance Records/Printout

· Social Service Agency Letter of Confirmation

· Food Stamp Recipient

· Current Food Stamp Card

· Letter from Food Stamp Disbursing Agency

· Postmarked Food Stamp Mailer with Name and Address

· Public Assistance Records/Printout 

· Individual Status/Family Size
· Birth Certificates 
· Decree of Court
· Divorce Decree
· Landlord statement or Lease Agreement
· Marriage Certificate
· Most Recent Tax Return
· Public assistance/Social Security Agency Records
· Public Housing Authority Records
· Written statement from Care Facility or Institution
· Individual/Family Income 
· Family income means all includable income received by all members of the family during the six-month period prior to application/registration, annualized by multiplying the six-month income by two.
 
The composition of the family is determined as of the date of the application/registration.  Therefore, the income of prior family members who may have comprised part of the family during the past six months but are no longer members of the household (i.e., a divorced, separated or deceased spouse, or other family member) would not be counted for income determination purposes.  Only the income of members of the current family should be counted and applied against the current family size.

· For the purpose of determining income eligibility, family income means "income" as defined by the Department of Health and Human Services in connection with the annual poverty guidelines. However, unemployment compensation, child support payments, and welfare payments are excluded from income. Therefore, while these items appear as included income in the poverty guidelines they are excluded from income for E&T program purposes.
 
In addition, when a Federal statute specifically provides that income or payments received under such statute shall be excluded in determining eligibility for other Federal statutes, such income or payments shall not be counted during eligibility determinations for E&T programs, e.g., WIA payments to participants. Also note state policy excludes 50% of Social Security benefits under Title II of the Social Security Act for purposes of determining income eligibility for services to older individuals.
 
Family income includes total annual cash receipts before taxes from all sources, with the exceptions listed below
Inclusions in Family Income
 
1. Money wages and salaries before any deductions.
2. Net receipts from non-farm self-employment 

(receipts from a person's own unincorporated business, professional enterprise, or partnership after deductions for business expense).
3. Net receipts from farm self-employment (receipts 

from a farm which one operates as an owner, renter, or sharecropper, after deductions for farm operating expenses).
4. Regular payments from social security, railroad 

retirement, strike benefits from union funds, worker's compensation, and training stipends.
5. Alimony.
6. Military family allotments or other regular support 

from an absent family member or someone not living in the household.

7. Pensions whether private, government employee (including military retirement pay).
8. Regular insurance or annuity payments.
9. College or university grants, fellowships, and assistantships.
10. Dividends, interest, net rental income, net royalties, periodic receipts from estates or trusts.
11. Net gambling or lottery winnings.
 
Exclusions from Annual Family Income
 
1. Unemployment compensation.
2. Child support payments including foster care child payments.
3. Welfare payments (including AFDC, SSI, RCA and GA).
4. Financial assistance under Title IV of the Higher Education Act, i.e., Pell Grants, Federal Supplemental Educational Opportunity Grants and Federal Work Study. PLUS, Stafford and Perkins loans, like any other kind of loan, are debt and not income.
5. Needs-based scholarship assistance.
6. Income earned while the veteran was on active military duty and certain other veterans' benefits, i.e., compensation for service-connected disability, compensation for service-connected death, vocational rehabilitation, and education assistance.
7. Capital gains.
8. Any assets drawn down as withdrawals from a bank, the sale of property, a house or a car.
9. Tax refunds, gifts, loans, lump-sum inheritances, one-time insurance payments, or compensation for injury.
10. Non-cash benefits such as employer paid fringe benefits, food or housing received in lieu of wages, Medicare, Medicaid, Food Stamps, school meals, and housing assistance.
Acceptable Documentation:
· Alimony Agreement
· Award letter from Veterans Administration
· Bank Statement
· Compensation Award Letter
· Court Award Letter            
· Employer statement of Income Earned

· Farm or Business Financial Records

· Pay Stubs
· Pension Statement
· Quarterly Estimated Tax for Self Employed Persons (Schedule C)
· Public Assistance Records
· Social Security Benefits
· Unemployment Insurance Documents and/or Printouts
· Individual Status/Family Size
· Birth Certificates
· Decree of Court
· Divorce Decree
· Landlord Statement or Lease Agreement
· Marriage Certificate            
· Most Recent Tax Return

· Public Assistance/Social Service Agency Records

· Public Housing Authority Records
· Written Statement form Care Facility or Institution
· Youth Barriers to employment acceptable documentation:
· School Dropout
· Letter of verification from school or other social service agency
· School records
· Basic Skills Deficient
· CASA/KCS Score
· School letter or verification with Grade Level indicated
· Other assessments that are acceptable:
· Test of Adult Basic Education (TABE); 
· DOL Workplace Literacy Test (DOL_WLT): 
· Adult Measure of Educational Skills (AMES); 
· Adult Basic Learning Examination (ABLE); 
· Adult Literacy Test (ALT), Simon & Schuster; 
· Armed Forces Qualifying Test (AFQT); 
· Basic Occupational Literacy Test (BOLT); 
· California Achievement Test (CAT); 
· Career Ability Placement Survey (CAPS); 
· Comprehensive Adult Student Assessment System (CASAS); 
· General Aptitude Test Battery (GATB); 
· Iowa Test of Basic Skills (ITBS); 
· Metropolitan Achievement Test (MAT); 
· Reading Job Corps Screening Test (RJCST);

· Wide Range Achievement Test (WRAT);

· Educational attainment one or more Grade Levels below the Grade Level appropriate for Individual’s age.

· School records

· School verification 
· Pregnant or parenting

· Birth certificate

· Hospital record of birth

· Physician’s Verification

· School records

· School program for pregnant or parenting teens

· State from Social Service Agency

· Homeless or Runaway Youth

· Written Statement from Individual Providing Temporary Residency

· Written Statement from Shelter

· Written Statement from Social Service Agency

· Offender

· Court Documents

· Letter of Parole

· Letter from Probation Officer

· Police Records

· Halfway House Verification

· Disability 

· Letter from Drug or Alcohol Rehabilitation Agency

· Letter from IEP Team Stating Specific Disability

· Medical Records

· Physician’s Statement

· Psychiatrist’s/Psychologist’s Diagnosis

· Rehabilitation Evaluation

· School Record Stating Specific Disability

· Social Service Records/Referral

· Social Security Administration Disability Records

· Veterans Administration Letter/Records

· Vocational Rehabilitation Letter

· Workers Compensation Record

· Foster Care

· Court documents

· SRS Foster Care Placement Papers

· Verification of Payments made on behalf of the child

· Written statement from State/Local agency/Foster Care Program

· Sixth Youth Criterion documentation must be determined by the LWIB.

Local Policy 

· If not approved, the eligibility assessment and income test worksheet is not valid after 45 days.      
· Sixth Youth Eligibility Criterion Definition

· Local Area I defines an individual who requires additional assistance to complete an educational program as a youth who meets one or more of the following criteria:

· Previously dropped out of an educational program

· Has poor attendance patterns in an educational program during the last twelve (12) calendar months

· Has below average grades

· Local Area I defines an individual who requires additional assistance to secure and hold employment as a youth who meets one or more of the following criteria:

· Has no vocational/educational goal

· Has a poor work history (including on work history)

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

· Acceptable Documentation for Sixth Youth Criterion is:

· School records/verification

· Documentation of previous employment

· Verification from employer

· Deficient in Basic Literacy Skills Definition:

“Deficient in basic literacy skills” is defined as “an individual who computes or solves problems, reads writes or speaks English at or below grade 8.9.” Any assessment instrument used to determine an individual’s basic literacy skills must be generally accepted and must provide results in (or can be converted to) a grade/year and grade/month format. For those individuals where recent assessment scores are not available, the KCS will be utilized to determine basic literacy skill levels.

· All Local Area I case management providers will have the discretion to authorize the enrollment of participants into the youth program.  Each provider must designate the responsibility of reviewing eligibility and enrollments to a supervisor.  Supervisors will be responsible for ensuring that all Federal, State and Local laws, regulations, policies and processes are adhered to.  In addition, LAI performance needs to be addressed by the supervisor when determining if a client should be enrolled.
· Prior to approving the eligibility assessment and applicable documentation to enrollment policies and processes must be adhered.  
· No person shall be denied program eligibility or participation, employment, excluded from benefits, or suffers discrimination under this Agreement because of race, color, religion, sex, national origin, age, disability, political affiliation or belief.  Furthermore, Local Area I One-Stop marketing initiatives must include targeted outreach to all protected classes.
· In the event that funds are limited, those participants who are veterans will be given priority of service over a non-veteran. 

· Data Validation 

· All eligible applicant data is to be validated at the time of enrollment/registration.  
· Quarterly reviews will be conducted on-site with a random selection of client files.     
· Data Verification 

· America’s Job Link Alliance will conduct and forward data verification scans to the LWIB Administrative Office once a quarter to identify errors in entry.  Data will be sent to the providers for resolution

· Data Security

· All persons who have access to client information must sign confidentiality agreements.

· Only authorized personnel have access to the client records both electronic and physical.

· Electronic data is protected through the use of the KSL and KFL system.

· Physical data is protected in the following manner:

· Physical files are secured at all times.

· Only authorized personnel have access to the files.

· See Local Area I Fiscal Policies and Processes for additional internal controls.

Youth Eligibility Processes: The process of gathering and analyzing data related to eligibility criteria to determine whether an applicant meets the criteria that would allow him or her opportunity to participate in the program.  Review and verification activities include an examination of the information required to determine an individual's eligibility to participate in available programs.  The examination includes checks with other information sources as appropriate to ensure accuracy.

· Once the paperwork is complete the case manager sends the paperwork to the entities designee for approval and verification of eligibility.  
· Equal Opportunity and Affirmative Action Processes:
· Participants are verbally apprised of their rights and their Case Manager  explains the complaint and grievance procedure to them when the eligibility assessment is completed. The complaint and grievance procedure appears in written format.
· Each participant file is reviewed upon eligibility determination to assure that required documentation is present. Proof of sex, race, citizenship, disability, social rehabilitation service status, and/or other targeted barriers defined in the Act are included in the file as appropriate.
· Any person who believes that he or she has been discriminated against in violation of the prohibition of discrimination as expressed herein is encouraged to seek just and proper redress by contracting the Equal Opportunity Officer or the KDOC Equal Opportunity Director. All management personnel shall actively recruit and provide career development programs to ensure equitable representation of minority, female and disabled persons in all job categories. 
· Upon receipt of the eligibility assessment and supporting documentation the entities designee will:

· Date stamp the form;

· Perform Objective Review;

· If eligibility assessment is not complete or documentation is missing, the designee will request the corrections or additional information from the case manager;

· If complete, the designee will notify the case manager of approval status via e-mail.

· Approval is entered into the KSL.

· Client file is sent to the LWIB Administrative Office. 

· Data validation process:

· Once the data has been entered into the KSL, the designee will send a message to the CM for verification of demographics.

· The case manager reviews their physical file to validate the information is correct.

· If errors are found in either the electronic database or physical files, changes are made and confirmed to be correct. 

· Data Collection:

· Electronic:

· Youth Eligibility Form on Kansas Service Link 

· Physical

· Youth Assessment Form with documentation

· Data Collection:

· Electronic:

· Youth Eligibility Form 

· Physical

· Youth Eligibility Assessment Form with documentation

Youth Eligibility Monitoring:

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Foreign Labor Certification Program Policies and Processes

Federal Policy:

· Section 212(a) (14) of the Immigration and Nationality Act, as amended in 1990; Statutory Regulations of Title 20 of the CFR, Part 656; and the Department of Commerce Labor Certification Home Page.

· Statutory regulations have been established at 20 CFR Part 656 to carry out responsibilities assigned to the U.S. Secretary of Labor under Section 212(a) (14) of the Immigration and Nationality Act, as amended in 1990.  The regulations establish certain conditions for determining whether the employment of foreign workers would adversely affect the wages and working conditions of U.S. workers seeking similar employment.   The burden is placed on the employer who is seeking a foreign worker to show compliance with required conditions as a prerequisite for obtaining foreign labor.   State policy and procedures related to H-2A Temporary Agricultural Labor Certification can be found in State Policy #2-04-00.
· Definition of U.S. Worker - U.S. workers are defined as follows:
· Native-born or naturalized citizens of the United States; or 
· Individuals who have obtained permanent status and possess a "green card" or work visa.
· H-2B Certification for Temporary Non-Agricultural Work - The H-2B nonimmigrant program permits employers to hire foreign workers to come to the U.S. and perform temporary nonagricultural work.  This may be one-time, seasonal work
, peak load, or intermittent work.  If the employee is needed for more than one year the employer must file a new application requesting the additional time for the worker to complete the job duties.  In no instance, will the Immigration and Naturalization Service (INS) approve a temporary position for more than three years.  There is a 66,000 per year limit on the number of foreign workers who may receive H-2B status during each federal fiscal year (October through September).  
A labor certification is issued to the employer, not the worker, and it is not transferable from one employer to another. To allow time for processing delays and correcting application errors, the employer should file for H‑2B certification at least 60 days (but not more than 120 days) before the worker is needed.  The certification request is made using Form ETA-750 and filed with the Foreign Labor Certification manager.  
Active recruitment of U.S. workers is required for an employer to show a "good faith effort" has been made to find qualified, able, and available U.S. workers.  To facilitate this, the Foreign Labor Certification manager will initiate

job orders in the Kansas JobLink system for active recruitment of U.S. workers.   It is imperative that Workforce Center staff encourage interested U.S. workers to apply for jobs for which they qualify.  U.S. workers who want to apply for these job openings must send their resumes directly to the Foreign Labor Certification manage who screens all U.S. applicants and refers those who meet the employer’s minimum requirements.  The employer can reject U.S. workers only for legitimate non-discriminatory reasons.  

Once the recruiting of U.S. workers has been accomplished the Foreign Labor Certification manager sends the application for temporary non-agricultural foreign workers to the Chicago National Processing Center where the Regional Certifying Officer makes the determination as to whether the application will be approved.   If certification is granted, the employer then must file the certification with the Immigration and Naturalization Service (INS) for final authorization of a work visa.

· Permanent Labor Certification - A permanent labor certification issued by the U.S. Department of Labor allows an employer to hire a foreign worker to work permanently in the United States.  As of March 28, 2005, the Department of Commerce is no longer responsible for receiving the initial filing of permanent non-agricultural foreign labor certification applications.  The employer must complete an Application for Permanent Employment Certification (ETA Form 9089). The application describes in detail the job duties, educational requirements, training, experience, and other special capabilities the employee must possess to do the work, and a statement of the prospective immigrant's qualifications.  Prior to filing the ETA Form 9089, the employer is required to obtain a written prevailing wage determination from the Foreign Labor Certification manager.  This determination is based on a review of the education, training, and experience requirements of the job compared to Occupational Employment Statistics (OES) or an alternative wage survey provided by the employer that meets the requirements of the U.S. Department of Labor.  The Foreign Labor Certification manager is also responsible for responding to employer challenges to wage determinations and responding to any remands back to the state for reconsideration.
Employers must contact the nearest Workforce Center to list their job openings for 30 days.  In some instances, the Workforce Center may be contacted by attorneys or agents representing the employers rather than directly by the employer.  The employer must provide minimum requirements for the job anyone would be required to have and these job orders should be treated as regular job orders.  Nothing in the job order should indicate it is related to an employer’s request for foreign labor certification.  Workforce Center staff should actively recruit qualified, able, and available U.S. workers to refer to the employer. 

If any employer refuses U.S. worker referrals or places unduly restrictive requirements on the job intended to eliminate U.S. workers from being considered, this should be reported to the Foreign Labor Certification manager.  In some instances, the employer already has a foreign worker in the position.  This person may be in the United States with or without authorization.  Even if a foreign worker is currently holding the job, that individual does not have a right to the job.  To meet the minimum requirements for an approved application for foreign labor, the employer must make a good faith effort to locate qualified, able, and available U.S. workers and offer them the position.

State Policy:

· Kansas Department of Commerce Business Development Policy and Procedures Manual – 2-02-00

Local Policy

· All Local Area I One-Stop Partners will strictly adhere to all Federal and State Policies and Processes regarding Foreign Labor Certification

Foreign Labor Certification Monitoring

· LWIB One-Stop Monitoring - Quarterly

Youth Enrollment Policies and Processes:

Federal Policy

· WIA Section 101(13); 101(25); 664.200;  664.220; 664.310; 129(a), TEGL 7-99

· Concurrent Enrollment in Adult and Youth Programs

· Eligible adults are defined as individuals 18 years of age or older.  Therefore, individuals who are at least 18 years of age and not yet 22 years of age may be eligible for both the Adult and Youth programs, and may participate concurrently.  Such individuals must be eligible under the youth and adult eligibility criteria applicable to the services received.  Concurrently enrolled individuals will count toward the performance measures for both programs.

· To enroll a youth customer in WIA funded services a partner must complete an Enrollment of WIA-Funded Services Form. The following forms are to be completed and attached to the enrollment along with the required documentation when submitted to the LWIB Administrative Office  for approval:

· Complaint Procedure

· Eligibility assessment with required documentation

· Individual Service Strategy with supporting documentation

· Budget Forms

· Information Disclosure Form

· Basic Skills Assessment documentation

· One or more goals must be set and plan in place to obtain goal(s) explained in Individual Service Strategy. Types of Goals are:

· Basic Skills

· Work Readiness

· Occupational Skill

· An individual service strategy must be completed for all youth participants who must include explanation of an age-appropriate career goal and consideration of the assessment result for each youth.  An Individual Educational Plan (IEP) may be used in conjunction with the Individual Service Strategy.
· The Individual Service Strategy must collect Emergency Contact Information for all youth participants.

· If a participant is deficient in basic skills, the individual must set, at a minimum, one basic skills goal.

· All youth participants must have a minimum of one goal set per year and may have a maximum of three.

· The target date for attaining each goal is no later than one year.

· If a participant, at time of enrollment, does not have a High School diploma or equivalent a goal must be set to assist the participant in obtaining a High School diploma or equivalent.

State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual 3-14-01, 3-11-02 and 3-19-02

· All Youth who receive WIA Title I services beyond eligibility determination will be included in the performance accountability system. 
Local Policy 

· An Interest Survey must be completed prior to enrollment.

· Individual Service Strategy must include identification of:

· Academic History

· Work History

· Barriers

· Academic and Occupational Goals

· Program elements plan and explanation

· Goals set and plan to achieve.

· All Local Area I case management providers will have the discretion to authorize the enrollment of participants into the adult and dislocated worker program.  Each provider must designate the responsibility of reviewing eligibility and enrollments to a supervisor.  Supervisors will be responsible for ensuring that all Federal, State and Local laws, regulations, policies and processes are adhered to.   In addition, LAI performance must be addressed by the supervisor when determining if a client should be enrolled.
· If WIA Participant requires additional services that were not illustrated in the original individual service strategy, the case manager must submit an addendum to the employment along with all applicable documentation, justification, and budget. 

· All potential Title IB participants must receive and sign the Complaint Procedures and Complainant’s Rights Form 
· Provision of services and referrals must be documented in the Kansas Service Link database system. 
· All enrollments must include a copy of the school’s confidentiality release.  

· Youth 18 or older should be co-enrolled in the adult program if the client meets the adult eligibility criteria.

· In the case of a second enrollment, the case manager must address the previous enrollment in the IEP, providing an explanation of the circumstances surrounding the previous enrollment.  

· Local Area I encourages co-enrollment of youth participants in the Adult Program those who are basic skills deficient or whom have not obtained a high school diploma or equivalent.  In addition, the primary goal of an appropriate adult co-enrollment would be full-time unsubsidized employment. 
· All potential Title IB participants must receive and sign the Complaint Procedures and Complainant’s Rights Form.  A signed copy is then given to the client as well as included in the initial enrollment packet. Youth under 18 must have a parent or guardian sign. 
· Clients who have participated in the program previously will be considered for enrollment if the following conditions have been met:

· Eligibility has been re-established;

· Upon exit the client’s performance was positive or upon exit the client was exited for reasons of which their performance was exempt. Any other circumstances surrounding the pervious enrollment will be considered by the LWIB Administrative Office.   

Youth Enrollment Processes

· Once the AAO has verified/approved eligibility, the service AAO may approve the enrollment.  If WIA funds are required to support the enrollment the budget is sent to the AAO to approve and enter into KFL. All client documentation and budgets are then sent to the LWIB Administrative Office.  
· Upon receipt of enrollment and budget requests,  the AAO will:

· Date stamp the form;

· Review the enrollment and budget request;

· If the enrollment and/or  budget request does not meet LAI enrollment process, funding limits, performance expectations or if the request is determined to be disallowable, the AAO will request the corrections or additional information from the case manager;

· AAO reviews KSL services section;

· If services are not entered correctly, the AAO will notify the case manager.

· Once approved the AAO will notify the case manager of approval status.
· Budget is entered into KFL.
· Documentation is sent to the LWIB Administrative Office.
· Upon receipt of a request for additional services and/or plan addendum the AAO will:
· Date stamp the form;

· Review services and budget request;

· If the budget request does not meet LAI funding limits or if the request is determined to be disallowable, the AAO will request the corrections or additional information from the case manager;

· If complete, the AAO will notify the case manager of approval status.

· The AAO will review KSL to ensure the change in services has been entered into KSL and apply additional budgeted funds if necessary.

· Documentation is sent to the LWIB Administrative Office. 

· Data Collection
· Electronic:
· KSL Program and Enrollment Details 
· KFL Budget
· Physical :
· Youth Enrollment Form
· Complaint Procedure 

· Information Disclosure Form

· Budget forms

· Individual Service Strategy with documentation including demand occupation information.
· See LA I policies for detail requirements.
Enrollment Monitoring:

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link  and Kansas Service Link reports
Youth Goal Setting Policies and Processes:

Federal Policy 

· TEGL 7-99

· One or more goals must be set and plan in place to obtain goal(s) explained in Individual Service Strategy. Types of Goals are:

· Basic Skills Goal

· Work Readiness Goal

· Occupational Skill Goal

· If a participant is deficient in basic skills, the individual must set, at a minimum, one basic skills goal.

· All youth participants must have a minimum of one goal set per year and may have a maximum of three.  Participants may have any combination of the three types of skills goals.

· The target date for accomplishing each skill goal must be set for no later than one year.

· The skill goal or the target date set can only be extended if the participant has a gap in service where they are placed in a hold status in which the participant is not receiving services but plans to return to the program.  When they enter a hold status, the one year clock for the goal target date stops.  The clock begins again once the participant is no longer in a hold status.  All hold status requests must be approved by the LWIB Administrative Office.

· Each goal that is set must have a service (program element) attached to the plan for attainment of the goal.

· Success of skill attainment goals will be recorded in the quarter of goal attainment, while failures will be recorded in the quarter one year from the time the goal was set if not attained by such time.

To measure skill attainment for the younger youth skill attainment measure, local programs must assess youth at intake to determine whether they are in need of basic skills, work readiness skills, and/or occupational skills. This assessment will include a review of basic skills, occupational skills, prior work experience, employability, interests, aptitudes and supporting service needs. From this assessment, skill attainment goals will be established (see operational parameters under Section I, skill attainment measure). To determine whether youth meet the skill attainment goals will require a pre-assessment and post-assessment of skill level. The use of a standardized assessment procedure such as a standardized test or a performance-based assessment with a standardized scoring method is encouraged. 

In cases where a standardized test or a performance-based assessment is not available (such as for work-readiness skills), assessment techniques must be objective, unbiased and conform to widely accepted, clearly defined criteria, be field tested for utility, consistency, and accuracy, and provide for the training/preparation of all raters/scorers. Information on achievement of skill attainment goals should be derived from case management or follow-up services. All data and methods to determine achievement of skill attainment goals must be documented and are subject to audit.

· Explanation of Goals:

· Basic Skills Goal -  measurable increase in basic education skills including reading comprehension, math computation, writing, speaking, listening, problem solving, reasoning, and the capacity to use these skills. 
Basic literacy skills deficient – the individual computes or solves problems, reads, writes, or speaks English at or below the 8th grade level or is unable to compute or solve problems, read, write, or speak English at a level necessary to function on the job, in the individual’s family, or in society.  

· Type of Services:  tutoring, attainment of High School diploma or equivalent, study skills training, adult mentoring, etc. 
· Requirements: Pre-assessment and post-assessment must be preformed with client.  If the client falls below 8.9 grade level this goal MUST be set. The use of a standardized assessment procedure such as a standardized test or a performance-based assessment with a standardized scoring method is encouraged.  (See Eligibility Policies and Processes for list of acceptable assessments)

· Occupational skills goal - primary occupational skills encompass the proficiency to perform actual tasks and technical functions required by certain occupational fields at entry, intermediate and advanced levels.  Secondary occupation skills entail familiarity with and use of set-up procedures, safety measures, work-related terminology, record keeping, and paperwork formats, tools, equipment and materials, and break-down and clean-up routines. 
· Type of Services:  Summer employment directly linked to academic and occupational learning, occupational skills training, paid and unpaid work experience, internships, job shadows, workshops, etc. 
· Requirements:  Specific skills and plan to achieve MUST be clearly described in Individual Service Strategy.  

· Work readiness skills goal – work readiness skills include world of work awareness, labor market knowledge, occupational information, values clarification, and personal understanding, career planning and decision making, and job search techniques  They also encompass survival/daily living skills such as using the phone, telling time,  shopping, renting an apartment, opening a bank account, and using public transportation.  They also include positive work habits, attitudes, and behaviors such as punctuality, regular attendance, presenting a neat appearance, getting along well with others, exhibiting good conduct, following instructions and completing tasks, accepting constructive criticism from supervisors and co-workers, showing initiative and reliability, and assuming responsibilities involved in maintaining a job.  This category also entails developing motivation and adaptability, obtaining effective coping and problem-solving skills, and acquiring an improved self-image. 
· Type of Services:  Life skill and work readiness workshops, adult mentoring, leadership development opportunities, paid and unpaid work experience, job shadow, internships, counseling, career counseling, etc. 
· Requirements:   Specific skills and plan to achieve MUST be clearly described in Individual Service Strategy.  
State Policy 

None

Local Policy 

· The Youth Progress Report or Individual Service Strategy must be used to document Goal Attainment.

· Additional Documentation for skill attainment may include:

· Work Experience Timesheets

· Work Experience Final Evaluation

· Credential or completion certificate

· Post-Assessment Scores

· If utilizing a work experience to attain an Occupational Skills Goal and/or Work Readiness Goal, the Work Experience Final Evaluation must be used to document attainment of the goal.

· Service Provider is responsible for monitoring and entering KSL to ensure correct data is entered into the system.

· If setting an additional goal the case manager must provide an addendum with explanation and plan to achieve to the AAO for approval.  

· The LWIB Administrative Office must monitor skill attainment within allotted time period and provide a quarterly status report.

· The LWIB Administrative Office must approve all requests to place clients in a Hold Status.

Youth Goal Setting Processes

· See Enrollment Processes
· Data Collection
· Electronic:
· Youth Goal Attainment KSL Report
· Physical:
· Individual Service Strategy
· Youth Progress Report

· Youth Hold Status Request Form

· Timesheet

· Work Experience Final Evaluation

Youth Goal Setting Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Youth Services Policies and Processes

Federal Policy

· WIA Section 129 (a); 129(c)(1), 129(b)(2);  129 (c)(2)(C), 129(c)(4) and (5), 134 (d)(4), 134 (d)(4)(B), 134 (d)(4)(D), 134 (d)(4)(E), 134 (d)(4)(F), 134 (d)(4)(G), 663 (d)
· The local programs must provide elements consisting of:
· Tutoring, study-skills training, and instruction leading to the completion of secondary school including drop-out prevention strategies;
· Alternative secondary school services;

· Summer employment opportunities directly linked to academic and occupational learning;
· Paid and unpaid work experiences, including job shadows and internships;
· Occupational skills training;

· Leadership development opportunities;
· Supportive services;
· Adult mentoring for the period of participation;
· Follow-up services for no less than 12 months after the completion of the participant; and
· Comprehensive guidance and counseling.
· LWIB Administrative Office Approval must be given prior to beginning services.

· Occupational Skills Training/ Classroom Training
· Duration: Short-term (1 to 2 year) training programs are preferred; however, longer term training is permissible if deemed appropriate for the client.

· Youth Training Agreement: 

· The training agreement may be used at any approved training institution for the payment of tuition, books, fees and supplies.

· The training agreement will be issued on a semester or class basis.  

· The training agreement must be received and approved prior to the participant starting class.

· Tools:  For certain training classes there is a requirement that the participant must have tools in order to participate in the course of study. To accommodate this training need a budget for the tools should be established within the participant's training agreement. 

 

Specific Brand - If the training provider requires a specific brand of tools the participant should be allowed to purchase the specified brand of tools within the limits of the tool budget established in the training agreement.

 

Preferred Brands - If the training provider identifies preferred brands of tools that have demonstrated their reliability, but does not require a specific brand, the participant should be allowed to choose tools from any of the identified preferred brands within the limits of the tool budget established in the Training agreement.

 
No Specific Brand - If the training provider gives no guidance as to a specific brand of tools, the participant should be allowed to select tools that meet the requirements to participate in the course of study within the limits of the tool budget established in the training agreement.  The participant should consult with their case manager before tools are purchased.

· Credential: The negotiated federal performance measure requires that a negotiated percentage of all participants who enter training must receive a credential.   Local Areas are encouraged to develop alternative credentials as long as the credential is recognized by employers.
· Types of Credential: 

· High School Diploma/Equivalency/GED

· AA or AS Diploma/Degree

· BA or BS Diploma/Degree

· Occupational Skills License

· Occupational Skills Certificate or Credential

· Completion Certificate

· Budget: The budget must reflect the cost of all fees relative to the training which includes tuition, books, fees, supplies, and tools.
· Leadership developmental opportunities are opportunities that encourage responsibilities, employability, and other positive social barriers such as:
· 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; and 
· Citizenship training, including life skills training such as parenting, work behavior training, and budgeting of resources. 
· Positive social behaviors are outcomes of leadership opportunities, often referred to as soft skills, which are incorporated by many local programs as part of their menu of services.  Positive social behaviors focus on areas that may include the following:
· Positive attitude development;
· Self esteem building;
· Openness to working with individuals from diverse racial and ethic backgrounds;
· Maintaining healthy lifestyles, including being alcohol and drug free; and contributing to the well being of one’s community, including voting;
· Maintaining a commitment to learning and academic success;
· Avoid delinquency;
· Postponed and responsible parenting, and
· Positive job attitudes and work skills.
· Supportive services for youth may include the following;
· Linkages to community services;
· Transportation;
· Child care;
· Housing assistance;
· Referrals to medical services; and

· Assistance with uniforms or other appropriate work attire and work-related tools (protective eye ware or boots)

· Follow-up services for youth may include:

· Leadership development and supportive service activities

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

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

· Work-related peer support groups; 

· Adult mentoring; and

· Tracking the progress of youth employment after training.

· Work Experiences for youth are:
· Planned, structured learning experiences that take place in the workplace for a limited period of time.  Work experience may be paid or unpaid.
· Work experience workplaces may be in the private, for-profit sector; the non-profit sector; or the public sector.
· Work experiences are designed to enable youth to gain exposure to the working world and its requirements.  Work experiences are appropriate and desirable activities for many youth throughout the year.  Work experiences should help youth acquire the personal attributes, knowledge, and skills needed to obtain a job and advance in employment.  The purpose is to provide the youth participant with the opportunities for career exploration and skill development and is not to benefit the employer, although the employer, may, in fact, benefit from the activities performed by the youth.  Work experiences may be subsidized or unsubsidized and may include the following elements:
· Instruction in employability skills or generic workplace skills such as those identified by the Secretary’s Commission on Achieving Necessary Skills (SCANS);
· Exposure to various aspects of an industry;
· Progressively more complex tasks;
· Occupational Skills Training
· Internships and job shadowing;
· The integration of basic academic skills into work activities;
· Supported work, work adjustment, and other transition activities;
· Entrepreneurship;
· Service Learning;
· Paid and unpaid community service; and
· Other elements designed to achieve the goals or work experience.
· The LWIB must maintain Workman’s Compensation Insurance for each work experience participant as well as pay any applicable Federal and State Taxes.
· In most cases, on-the-job training is not an appropriate work experiences activity for youth participants under age 18.  Local program operators may choose, however, to use this service strategy for eligible youth, when it is appropriate based on the needs identified by the objective assessment of an individual youth participant. (See Adult Training Activities Policies and Processes On-the-Job Training)
· Summer employment activities.
· Local Boards are required to offer summer employment opportunities that link academic and occupational learning as part of the menu of services.
· Summer youth employment must provide direct linkages to academic and occupational learning, and may provide other elements and strategies appropriate to serve the needs and goals of the participants.
· Local Boards may determine much of available youth funds will be used for summer and for year-rounds youth activities.
· The youth program opportunities element is not intended to be a stand-alone program.  Local programs should integrate a youth’s participation in that element into a comprehensive strategy for addressing the youth’s employment and training needs.  Youths who participate in summer employment opportunities must be provided with a minimum of twelve months of follow-up services.
· Prohibited activities:
· The first prohibits any department or agency of the United States for exercising any direction, supervision, or control over educational curriculum.
· The second prohibition ensures that all funds made available under the Act must be used in accordance with the requirements of the Act and includes a restriction on school-to-work activities.
· The third prohibition is that no funds may be used to provide 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.
State Policy

· Employment &Training Policy and Procedure Manual Policy No. and 300-02-00. 

· When tools are purchased with WIA funds, the subrecipient is accountable and responsible for proper use and management of property purchased with federal funds.  A subrecipient may follow its own property management policies and procedures provided that it observes the Property Management Standards contained in Section 11 of Policy 100-50-00 Fiscal Policies and Procedures for Employment and training.  

Local Policy

· Local Area I Property Management requires that all participants sign a participation agreement that states the following:
· “I understand that any tools, books, uniforms, or other materials purchased by the Local Area I LWIB may become the property of the LWIB.  If I discontinue training or am otherwise terminated before successful completion, I agree to return to my representative, no later than seven days after ending sponsored training, all items or materials purchased.  I further understand that all such items or materials shall become my own personal property upon successful completion of my training program.”
· Local Area I will recover any item(s) that value $5,000 or more.  

· The Case Manager  enrolling the individual agrees to case manage the individual as a participant in WIA Title IB services, ensure that the experience is a positive one for the participant, facilitate the eventual placement into unsubsidized employment that meets or exceeds Local Area I performance standards, and provide follow-up services.  

· Provision of services and referrals must be documented in the Kansas Service Link database system. 
· All exceptions to LAI spending limits must be submitted to the LWIB Administrative Office for approval prior to the start of the service being requested.  The designee must provide ample documentation and justification for the exception. 
· General Work Experience Policies:
· All work experience participants will be paid minimum wage up to 180 hours.  No one client can participate in more than two work experiences. 

· If worksite accident or injury occurs, the case manager must notify the LWIB Administrative Office immediately.  An accident report must be submitted to the Workman’s Compensation Insurance Company within 10 days.  

· Nepotism

· No individual may be placed in a WIA employment activity if a member of that person’s immediate family is directly supervised by or directly supervises that individual.

· To the extent that an applicable State or local legal requirement regarding nepotism is more restrictive than this provision, such State or local requirements must be followed.

· The Case Manager must remain in contact with the participant and employer to ensure participant’s performance as well as address issues that may arise during the work experience.

· An Individual Service Strategy must be completed which includes explanation of plan and goals.  The plan must be approved by the AAO prior to the start of the work experience.

· If a work experience is utilized to attain an occupational skills goal, a detailed explanation of the skills that will be developed must be provided within the Individual Service Strategy.
· Once the Work Experience is completed the Final Worksite Evaluation must be completed by the worksite supervisor and reviewed with the participant.  Once this has occurred the Final Worksite Evaluation must be submitted in order to document attainment of work readiness and/or occupational skills goals.  The participant must score average or above average on the final worksite evaluation in order to report successful skill attainment or show marked improvement from the beginning of the Work Experience.
· The employing agency/worksite agrees to:

· Assume supervisory responsibility for each enrollee while he/she is on the worksite; assuming a substitute supervisor will be available for times the regular supervisor is absent.

· Be aware that all immediate worksite supervisors will receive orientation as to their duties and responsibilities to the program and participants; the orientation to be provided by Local Area 1.
· Provide training that is necessary for the Participant to be placed in a training-related occupation.
· Provide a sate and healthy environment and to the provisions of child labor laws.
· Comply with all applicable laws, ordinances, codes of State, Federal, and local government as well as any special provisions pertaining to the WIA regulations; to be monitored by State, Federal, and Local Area Representatives.
· Be responsible for keeping accurate time sheets and attendance of each participant under your supervision and timely transmittal of time sheets to the WIA Case Manager, fully understanding that non-worked hours or recreational activities are not to be reported for payment to the participant.  Holiday pay is not provided. 
· Assure that sufficient work will be available to occupy all participants during working hours; wages to be paid by WIA.
· Be informed that if Local Area 1’s contract is terminated and/or funds for the program are not available, Local Area 1 shall thereupon have the authority to terminate any or all positions with the employing agent by serving written notice of the action and specifying the effective date thereof.
· Local Area 1 agrees to:
· Monitor for proper supervision.
· Provide worksite supervisor orientation and information concerning Child Labor Laws.
· Provide participant orientation.
· Pay participants minimum wage will on worksite according to time sheet.
· Maintain workman’s compensation for all participants in work experience.
· Adhere to all Wage and Hour regulations.
· Required Work Experience documentation:

· Worksite Agreement

· Worksite Safety Agreement

· Contractual Provision and Attachment

· I-9 with documentation

· W-4

· Budget

· Individual Services Strategy

· Occupational Skills Training Policies:
· An Individual Service Strategy must be completed which includes explanation of plan and goals.  The plan must be approved prior to the start of training.

· Maximum reimbursement to the training/services provider is $3,000 per participant for tuition, fees, books and supplies. Youth must file for Pell Grant.
· A training agreement with the training institution and General Contract with Provisions attached must be completed prior to the start of the training.  This training agreement must specifically illustrate the training needs of the participant.  Training Provider must bill the LWIB Administrative Office once the approved Training Agreement has been returned to the Training Provider.

· A training agreement must be completed in order to verify enrollment in training. If the client has chosen to attend CDL Training, the client’s Motor Vehicle Record (MVR) must be provided. 

· All requests for independent study, on-line course, or open-entry/open-exit courses must include a plan for the case manager and school to track participation and progress.
· Local Area I will purchase no more than 2 uniforms and 1 pair of shoes (maximum amount for shoes is $60) for courses that require this of their students.  If participant must obtain these items or any other tools from a vendor other than the training institution the budgets must be submitted specifying the vendor.  In addition, the vendor needs to be made aware that payment will not be rendered until a receipt or invoice has been submitted to the LWIB Administrative Office.
· Required Occupational Skills Training Documentation:
· Training Agreement

· Contractual Provision and Attachments

· Budget

· Individual Service Strategy

· Labor Market Statistics

· Training Institution Confidentiality Release

· Classroom Schedule

· Other Services:
· All other services must be described in detail in the Individual Service Strategy.
· Approval must be given prior to providing youth services which require the use of WIA Title 1B funds

· Service provider is responsible for obtaining MOUs with all vendors. 
· All Services must be entered into KSL.
Youth Services Processes

· Complete individual service strategy which addresses all policy specifications and includes plans for services, outcomes and goal specifications.  AAO will review and approve enrollment and budget according to LAI Spending Limits (See Attachment B)  
· General Youth Service Request: Upon receipt of a request for services the AAO will:
· Date stamp the form;

· Perform Objective;

· If request for additional services is not complete at either review stage, the AAO will request the corrections or additional information from the case manager;

· If complete, the AAO will notify the case manager of approval status through the email;

· Client’s enrollment is approved through KSL and the budget entered.

· All paperwork is sent to the LWIB Administrative Office.

· Work Experience Processes:
· Case manager completes the work site agreement along with all other required forms and submits to AAO for approval. 

· Case manager provides the work site supervisor with a copy of the Child Labor Laws as well as copies of the timesheets and pay schedules.

· AAO approves budget request and if correct enters the budget into KFL.

· All documentation is sent to the LWIB Administrative office. 

· The case manager remains in contact with participant and work site supervisor, documentation of contacts are entered into Kansas Service Link.

· Once the Work Experience is completed the worksite supervisor completes the Work Experience Final Evaluation and returns to the case manager.  The case manager then reviews the evaluation with the participant and submits with the Progress Report.

· LWIB Administrative Office General Youth Services Processes is followed. 

· Occupational Skills Training Process: Upon receipt of request for training the AAO will:

· Date stamp the form;

· Review the Training Agreement;

· If the Training Agreement is not complete, the AAO will request the corrections or additional information from the case manager through email. The training agreement may be returned to the Training Provider to correct or complete;

· If complete, the customer’s file will be reviewed for Training Program Approval and budget information;
· If training program is not approved, the AAO will notify the case manager through the email as well as the Training Provider;
· If the training program is approved the tuition is verified and the training agreement is approved and signed;  
· Copy of approved Training Agreement is sent to the Training Provider and Case Manager is notified through the email.  The Training Agreement is placed in the participant’s file.
· Once the training has been completed the case manager submits the completion and/or credential information along with the Progress Report in order to report Skill Attainment.
· Once the Training Provider has received the copy of the Training Agreement, a bill will be sent to the LWIB Administrative Office.
· Upon receipt of the bill for tuition the LWIB Administrative Office will:
· Date stamp the bill;
· Verify participant’s budget;
· Enter payment into KFL;
· According to the pay schedule and draw down schedule, the LWIB Administrative Office will generate a voucher which is sent electronically to the LAI paymaster;
· Paymaster completes the drawdown and cuts checks;

· Checks are mailed when Pass Through documentation is received and amounts reconciled by the paymaster; 

· All drawdown and pass through documentation is sent to the LWIB Administrative Office immediately.

· LWIB Administrative Office Reconciles voucher with drawdown documentation;
· A copy of the invoice is marked as paid and placed in the client’s file as well as the drawdown report binder;

· Data Collection:

· Electronic
· Budget Form
· Physical
· Individual Service Strategy
· Budget Form
· Training Agreement
· General Contract Provisions with attachments
· W-4
· I-9
· Progress Report
· Work Site Agreement
· Work Site Safety Agreement
Youth Services Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Work Experience Time Sheet Policies and Processes:

Local Policy

· Each Title 1B participant who is placed in a work experience must submit a time sheet according to the pay schedule.  The time sheet must be signed by the participant and work site supervisor. The time sheet must also provide feedback regarding the performance of the participant.

· The time sheet must be submitted to the LWIB Administrative Office prior to checks being sent out. Faxes are acceptable.

· The LWIB Administrative Entity and service providers will adhere to all State and Federal Wage and Hour Regulations.  (www.dol.gov/esa/whd)

Work Experience Time Sheet Processes:

· The Title 1B case manager when establishing the work site supplies the employer with a pay schedule and copies of the time sheet.  The case manager also explains to the employer and participant the following process to ensure that the participant receive their pay checks on time. 

· According the pay schedule, the employer and participant completes the timesheet which includes employer feedback and signatures.

· The employer then mails/faxes the timesheet to the LWIB Administrative Office.

· Once the LWIB Administrative Office has the timesheet, they are to review for accuracy and participant’s performance.  

· If performance evaluation identifies concerns, the LWIB Administrative Office will notify the case manager, the case manager then contacts the participant and employer to assist in resolving issues.  This service is then documented in Kansas Service Link and a brief report is sent to the LWIB Administrative Office. 

· Once the LWIB Administrative Office receives the time sheets the payment will be entered into KFL.

· Once all timesheets are entered a voucher will be generated and sent electronically to the paymaster; 

· Once the paymaster has verified/reconciled that the appropriate amount of funds has been transferred a check will be sent to the participant.

· Upon receipt of Participant’s Work Experience Time Sheet the LWIB Administrative Office will:

· Date stamp the receipt of the time sheet;

· Check Timesheets for Accuracy (dates, addition, signatures, supervisor performance evaluation, etc.;

· If the time sheet is not complete or accurate, the LWIB Administrative Office will return the time sheet to the case manager for correction. 

· The LWIB Administrative Office will document exceptions through email.

· If the time sheet is correct, the LWIB Administrative Office will verify the participant’s budget;

· LWIB Administrative Office enters payment into KFL;

· According to the pay schedule, a voucher is generated and electronically transferred to the paymaster;

· Paymaster completes the drawdown and cuts checks;

· Checks are mailed when Pass Through documentation is received and amounts reconciled by the paymaster; 

· All drawdown and pass through documentation is sent to the LWIB Administrative Office immediately.

· LWIB Administrative Office Reconciles voucher with drawdown documentation;
· LWIB Administrative Office indicates the date vouchered on the timesheets, copies and places in the client’s file as well as the drawdown report binder;

· Data Collection:
· Electronic:

· KFL Reports

· Physical:

· Timesheet

· Budget

Youth Supportive Services Policies and Processes:

Supportive services include the following: transportation assistance, child care, needs-related payments, and emergency assistance payments.  
Federal Policy
· WIA Section 663.134 (d),663.134 (e) (2) (A) and (B),661.290, 134(d) (2) (H), 

· Supportive services for adults are defined at WIA sections 101 (46) and 134 (e) (2) and (3).  They include services such as transportation, child care, dependent care, housing, and needs-related payments that are necessary to enable an individual to participate in activities authorized under WIA title 1.  Local Boards, in consultation with the One-Stop partners and other community service providers, must develop a policy that ensures resource and service coordination in the local area.  Such policy should address procedures for referring such services. Including how such service will be funded when they are not otherwise available from other sources.  

· The provision of accurate information about the availability of supportive services in the local area, as well as referral to such services, is one of the core services that must be made available to adults and dislocated workers through the One-Stop delivery system.  

· Supportive services may only be provided to individuals who are:

· Participating in core, intensive, or training services; and

· Unable to obtain supportive service through other programs providing such services.

· Local Boards may establish limits on the provision of supportive services or provide the One-Stop administrator with the authority to establish such limits, including a maximum amount of funding and maximum length of time for supportive services to be available to participants.

· Procedures may also be established to all One-Stop administrators to grant exceptions to the limits established.  

· Needs-related payments provide financial assistance to participants for the purpose of enabling individuals to participate in training and are one of the supportive services authorized by WIA section 134 (e) (3).

· The eligibility requirements for adults to receive needs-related payments are:

· Be unemployed;

· Not qualify for, or have ceased qualifying for, unemployment compensation; and

· Be enrolled in a program of training services under WIA section 134 (d) (4).

· The level of needs-related payments is established by the Local Board.
· If part of the Pell Grant or scholarship is being directly returned to the individual, supportive service payments will not be authorized unless documented evidence is provided that the amount returned to the individual will not allow continuation in the program. Approval to pay supportive services to those individuals receiving Pell Grants, scholarships or other non-WIA financial aid support must be approved by the LWIB Administrative Office.
· The State may require Local Boards within a designated region to coordinate the provision of WIA Title 1 services, including supportive services such as transportation, across the boundaries of local areas within the designated region.
· LWIB Administrative Office approval must be provided prior to receiving supportive services.
State Policy

None

Local Policy

· Youth who fall below the LAI Self-Sufficiency Guidelines (125% of the Poverty Guidelines) will be eligible for childcare and basic allowance.  The participant’s entire family income will be considered.  However, they may be eligible for emergency payment and transportation which, if not addressed would prevent the participant from successfully completing the WIA service plan. Financial assessments may also be used to determine level of supportive services.

· All exceptions to LAI spending limits must be submitted to the LWIB Administrative Office for approval prior to the start of the service being requested.  The designee must provide ample documentation and justification for the exception. 
· Timesheets will be used to track the attendance of each client.  If the time sheet indicates that the participant is not attending school regularly all supportive services will be suspended and the case manager  will be notified.  The case managers are then required to follow-up with the participant and submit a report to the LWIB Administrative Office.  Once attendance has improved and verified supportive services may resume.  If the participant is struggling the case manager will be required to intervene and provide additional services to assist the client.

· Dislocated workers are eligible to receive supportive services after UI benefits have been exhausted.  The amount dislocated workers receive in basic allowance can not exceed their UI benefit amount.  Family income and financial status will not be evaluated due to the income lose from the lay-off.  In order to be eligible to receive basic allowance the Dislocated Worker must be enrolled in the WIA Title IB program within 13 weeks of the lay-off date. 

· Supportive services are paid bi-weekly.

· When requesting supportive services, an ITA must be submitted to verify enrollment and financial aid.

· Once approved, a Client Services Approval Form signed by the participant and case manager must be submitted to the LWIB Administrative Office prior to the first payment of supportive services. 
· Classroom Training Breaks – Childcare and Needs Related Payments will not stop during a regularly scheduled school break, if client is attending regularly otherwise.  Breaks include but are not limited to, Thanksgiving, Christmas, and Spring Break regardless of length of time.  These allowances will cease if the break is more than 30 days.  

· Supportive Service Levels

· Transportation - A weekly mileage reimbursement of $48.50 (Federal Rate will be reviewed every 6 months) for every 100 miles traveled.  The case manager  must document the amount of miles that the participate will traveling to participate in  training services.(Maximum 300 Miles) 

· Required documentation

· Map signifying the number of miles traveled to training from participant’s home.

· Classroom Schedule

· Budget

· Childcare - A weekly child care allowance of $40.00 per child per week with a maximum of $120.00 per week.

· Childcare Eligibility Requirements 

· Must attend school on a regular basis

· 125% of the poverty guidelines (income test sheets must be supplied if not included with enrollment.

· The following documents and/or information must be provided for review by the LWIB Administrative Office:

· number of members in household

· number of children requiring care

· the children’s ages

· the children’s names

· the childcare provider’s name and address

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

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

· class schedule

· Local Area I will not reimburse family members for childcare. 

· Once approved childcare has been approved the Approved Client Service Level form is completed and forwarded to the LWIB Administrative Office.

· Bi-monthly timesheets must be submitted in order to receive payment of childcare allowance.

· Needs Related Payments/Basic Allowance - Clients will receive payments not to exceed $100.00 per week (NOTE – If dislocated worker receives a benefit less than $100 per week, the basic allowance amount must be adapted). Participant is not eligible for needs-related payments if currently receiving cash assistance through SRS. 
· The participant must attend school on a regular basis and maintain full-time status.  If the client attends classes 10 hours or more on an irregular basis do to the nature of the training course schedule, the client may be eligible to receive supportive services.  The client will be required to submit a timesheet for the weeks that they attend 10 hours or more.  Class schedule is required.

· Required Documentation

· Financial Assessment

· Classroom Schedule

· Budget

· Emergency Support Payments - Emergency support payments (not to exceed $500.00) may be paid to a participant to cover a specific extraordinary situation or need. 

· Local Area I will continue to approval all ER Payments.

· Clients who are participating intensive and training services may be eligible for Emergency Support payments; however, an employment plan must be in place.  LAI will not enroll someone only to provide the ER support. 

· Every effort must be exhausted to find alternative sources to address the situation or need prior to submitting requests for emergency support payments. 

· LAI will not reimburse the client unless ample justification can be provided; all payments will go directly to the vendor.  

· If the client is requesting payment of a regularly scheduled bill (i.e. rent), they must demonstrate their ability to pay the expense the following month and beyond. 

· The case manager and participant must submit a formal written request to receive an emergency support payment along with a bill or estimate along with a budget.  

· To access funds for car repairs, tires, clothing, etc. at least two estimates must be submitted with request. Emergency support payments may include:

· Car repairs

· Tires

· Car Insurance

· Health Care Costs

· Clothing

· Utilities

· Shelter/rent

· Drug abuse counseling

· Required Documentation

· Case manager and participant formal written request justify the need. 

· Bill or estimate along with a budget.  

· To access funds for car repairs, tires, clothing, etc. at least two estimates must be submitted with request.

Supportive Services Processes:

· Income test sheets and required documentation are submitted for all childcare and basic allowance requests.

· If requesting child-care, transportation, and/or basic allowance, submit a budget along with all required documentation including ITA and Employment Plan must be submitted.

· If requesting emergency assistance payments, submit required documentation along with a budget. 

· Upon receipt of supportive service (other than ER Payments) request the AAO will:

· Date stamp the form;

· Review budget with documentation;

· If request for Supportive Service is not complete stage, the AAO will request the corrections or additional information from the case manager;

· If complete, the AAO will notify the case manager of approval status and enter the budget into KFL. Once approved, the client services approval form is submitted prior to disbursement of first supportive service payment.

· Upon receipt of Participant’s Classroom Training Time Sheet the LWIB Administrative Office will:

· Date stamp the receipt of the time sheet;

· Check Timesheets for Accuracy (dates, addition, signatures, supervisor performance evaluation, etc.;

· If the time sheet is not complete or accurate, the LWIB Administrative Office will return the time sheet to the case manager for correction.  The LWIB Administrative Office will document exceptions through email.

· If the time sheet is correct, the LWIB Administrative Office will verify the participant’s budget;

· LWIB Administrative Office enters payment into KFL;

· According to the pay schedule, a voucher is generated and electronically transferred to the paymaster;

· Paymaster completes the drawdown and cuts checks;

· Checks are mailed when Pass Through documentation is received and amounts reconciled by the paymaster; 

· All drawdown and pass through documentation is sent to the LWIB Administrative Office immediately.

· LWIB Administrative Office  Reconciles voucher with drawdown documentation;
· LWIB Administrative Office  indicates the date vouchered on the timesheets, copies and places in the client’s file as well as the drawdown report binder;

· Upon receipt of an ER Payment request the LWIB Administrative Office  will; Date stamp the form;

· Review budget with documentation;

· If request for ER Payment is not complete stage, the LWIB Administrative Office will request the corrections or additional information from the case manager;

· If complete, the LWIB Administrative Office will notify the case manager of approval status and enter the budget into KFL. Once approved, the payment process will take place. 

· Date Collection

· Electronic

· Budget Form

· Physical

· Budget form

· ITA 

· Employment Plan

· Supportive Service Review

Supportive Services Monitoring:

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports
Exit Policies and Processes

Federal Policy

· WIA Section 136 and 20 CFR Part 666, TEGL 7-99, TEGL 17-05 – Common Measures
· The Younger Youth participants must be exited once the case manager  makes the determination that no additional services are necessary, goals have been achieved, remains in High Schools and/or is placed into one of the following:

· Post Secondary Education

· Advanced Training

· Military Service 

· Qualified Apprenticeship

· Unsubsidized Employment

· The term program exit means a participant has not received a service funded by the program or funded by a partner program for 90 consecutive calendar days, and is not scheduled for future services.  The exit date is the last date of service. 

· In accordance with Section 101(34) of the WIA, post-employment follow-up services designed to ensure job retention, wage gains and career progress do not count as a service that would extend the participation period.  Such follow-up services that do not extend the period of participation could include, but are not limited to: additional career planning and counseling; contact with the participant’s employer, including assistance with work-related problems that may arise; peer support groups; information about additional educational opportunities; informational mailings; and referral to supportive services available in the community.  Although these services should not extend the participation period or delay program exit, states are reminded that these services may have a direct and positive impact on the employment retention and wage gains of the participants who enter employment.  

· Examples of other activities that do not extend the period of participation or delay program exit include the following:

· Determination of eligibility to participate in the program;

· Case management services and any other required administrative case load management activities that involve regular contact with the participant or employer to obtain information regarding the participant’s employment status, educational progress or need for additional services; and

· Income maintenance or support payments (e.g. Unemployment benefit payments, TANF, other cash assistance, Food Stamps and subsidized childcare).  ETA expects and encourages states to assure that UI claimants will be actively engaged in the search for new employment while they receive UI benefits and that the workforce investment system will provide reemployment services and job search assistance to speed the return to work.  However, trade readjustment allowances and other needs-related payments funded through TAA program, WIA or NEG are elements of a training program that delay program exit because these allowances and payments are tied to continuous participation in skills training.

· Many grantees have the capability to track participants across partner programs.  At a minimum, these grantees must track participant services across the DOL-funded required One-Stop partner programs until the individual exits all services.  Grantees are encouraged to fully integrate WIA programs and services with all of the required and other appropriate partner programs to provide comprehensive business and participant services.  ETA also encourages states to develop integrated data and reporting systems to support program integration and shared performance accountability.

· The phrase “and is not scheduled or future services” does not apply to a participant who voluntarily withdraws or drops out of the program.  In these circumstances, once a participant has not received any services funded under the program or a partner program for 90 consecutive days, the date of exit is applied retroactively to the last day on which the individual received a service funded by the program or a partner program.

· Occasionally, circumstances arise that are beyond the control of both the participant and the program and are expected to last for an undetermined period beyond 90 days.  The intent here is to identify a common list of specific circumstances as to when a participant can be excluded from common measures.  A participant in any of the following categories, either at the time of exit or during the three-quarter measurement period following the exit quarter, may be excluded from common measures”

· Institutionalized – The participant is residing in an institution or facility providing 24-hour support, such as a prison or hospital, and is expected to remain in that institution for at least 90 days.  This reason does not apply to individuals with disabilities residing in institutions, nursing homes or other residential environments; individuals participating in the Responsible Reintegration of Youthful Offenders program; and individuals participating in the Prisoner Reentry Initiative.

· Health/Medical or Family Care

· Deceased

· Reserve Forces Called to Activity Duty;

· Relocated to Mandated Program;

· Invalid or Missing Social Security Number

· A participant should not be considered as exited if there is a gap in service of greater than 90 days in one of the following circumstances:

· Delay before the beginning of training;

· Health/medical condition or providing care for a family member with a health/medical condition; and 

· Temporary move from the area that prevents the individual from participating in services, including National Guard or other related military service

A gap in service must be related to one of the three circumstances identified above and last no more than 180 consecutive calendar days from the date of participation.  However, grantees may initiate a consecutive gap in service of up to 180 days for the participant that follows the initial 180 day period to resolve the issues that prevent the participant from completing program services that lead to employment.  Grantees must document all gaps in service that occur and the reasons for the gaps in service, including the participant’s intent to complete program services. 

· Once a participant has not received any services funded by the program or a partner program for 90 consecutive calendar days, has no gap in service and is not scheduled for future services, the date of exit is applied retroactively to the last day on which the individual received a service funded by the program or a partner program.  If the participant receives services from multiple programs, then states and grantees may use the last or most recent date of service as the “date of exit” for use in reporting on the measures in each program.

· The Older Youth participants must be exited once the case manager  makes the determination that no additional services are necessary and placement into unsubsidized employment has taken place.

· If the youth participant is in school at time of exit documentation must be submitted along with the exit form for confirmation in order to eliminate the participant from the Attainment of High School Diploma/Equivalent .performance measure.

· If the participant is unable to successfully complete service plan due to health problems, death, or incarceration documentation must be submitted along with the exit form for confirmation.

· If the Case Manager  does not notify the LWIB Administrative Office of an exit date and there is no service in 90 days, the LWIB Administrative Office automatically generates a “soft” exit and notifies the Case Manager  who then is required to submit the exit form.  The Exit Date in such a case is the last date that the individual received services. 

· Upon placing a registered participant into unsubsidized employment, 

the Case Manager  will submit supplemental placement documentation to the LWIB Administrative Office who will enter information into the One-Stop Tracking System. Documentation may consist of:

· Check stub 
· Letter of confirmation from employer on letterhead 
· Identification badge supplied by employer 
Placement will be verified through cross match with Wage Files when data is

available.

· If the client participated in training services in which a credential was received a copy of the credential must be submitted with the completed exit form or within 90 days of exit.

· At time of exit the participant’s must be informed of the customer satisfaction call procedure as well as follow-up procedure.

State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual 3-14-01, 3-11-02 and 3-19-02

Local Policy

· All services must be entered in the WIA program details section of KSL.

· If participant was Basic Skills Deficient at time of enrollment, a post-assessment must be used to document attainment of Basic Skills Goal and attached with exit form.  

· At minimum a client should be contacted once a month while they are participating in the program.  All contacts will be documented in case notes on a monthly basis.  At minimum a client should be contacted once a month while they are participating in the program.  The LWIB Administrative Office  is responsible for ensuring that consistent contact is maintained. 

· The individual case managing entities are responsible for monitoring soft exits to ensure clients who require continued services do not soft exit. The LWIB Administrative Office may request copies of the Activity Report at anytime and will review them during on-site file reviews.  

· Estimated end dates will be determined based on planned service end dates and/or the last date of service. The last date of service will be used to prevent soft exits from occurring.  

· Exit must be documented in the Kansas Service Link database system.

· Participant’s contact information must be verified at time of exit in order to successfully complete the customer satisfaction survey.  An alternate contact number must be obtained at exit. 

· A client will not be exited until they have been successfully placed for a minimum of 30 days after placement and a copy of their credential (if applicable) has been received.   The case manager must provide follow-up services until the client is relatively secure in their position. 

· If placement into unsubsidized placement is the primary goal, a Placement Plan will be submitted to the AAO prior to completion of the plans identified in the ISS.  The placement plan will identify the services that the participant will receive in assisting them to find gainful employment.  Those services can be provided by a One-Stop partner.  Estimated end dates do not need to be changed unless the client requires additional WIA-funded services.  The activity report submitted monthly will be used to adjust the soft exit date.  

· If the participant requires additional services, past the “estimated end date” set at time of enrollment, the case manager  must submit an addendum to the employment plan which justifies the additional services and sets a new end date.  In addition, the new estimated end date or service must be entered into KSL.

· If the client is in need of additional services an addendum to the employment plan and budget if applicable must submitted to the LWIB Administrative Office for approval.  

· If a goal has been obtained and not reported or documented, the documentation must be supplied at the time of exit.

Youth Exit Processes

· Case Manager completes exit form, closes all services in KSL and completes a de-obligation budget (if applicable).  Case Manager Supervisor reviews the exit form and enters data into KSL.  Submit the completed exit form with supplemental employment information and a copy of the credential (if applicable) attached. 

· Attach copy of Kansas Service Link data base screenshot confirming entries have been made.

· Upon receipt of the Exit Form the LWIB Administrative Office will:

· Date stamp the form;

· Review the form and KSL entries;

· If the exit or date entry is not complete, the LWIB Administrative Office will request the corrections or additional information from the case manager and may request an extension of the estimated end date;

· If complete, the LWIB Administrative Office will notify the case manager of approval status.

· Follow-up is scheduled. 

· Data Collection:

· Electronic

· Exit Report 

· Adult and Dislocated Worker Credential and Employment Report

· Physical

· Exit Form with Documentation

· Activity Report

· Placement Report 

Exit Monitoring:

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports
Youth Follow-up Policies and Processes:   The goal of follow-up services is to ensure job retention, wage gains, career progress, and/or educational success for participants who have been referred to unsubsidized employment.  The intensity of appropriate follow-up services may vary among different participants. Participants who have multiple employment barriers and limited work histories may be in need of significant follow-up services to ensure long-term success in the labor market. Other participants may identify an area of weakness in the training provided by WIA prior to placement that will affect their ability to progress further in their occupation or to retain their employment.  Follow-up services could include, but are not limited to: additional career planning and counseling; contact with the participant’s employer, including assistance with work-related or school-related problems that may arise; peer support groups; information about additional educational opportunities and referral to supportive services available in the community. In determining the need for post-placement services, there may also be a review of the participant’s need for supportive services to meet the participant’s employment goals.   We expect that the provision of training and supportive services after entry into unsubsidized employment (‘‘post-placement’’) will be limited, and will be part of the IEP, clearly documented in the participant case file.  Such post-placement training and supportive services may be provided consistent with policies established by the State or Local Board, and determined to be necessary on an individual basis by the One Stop partner.

.

Federal Policy 

· WIA Section 134 (d) (2); Regulation  Section 662.240 and 663.150

· The intensity of appropriate follow-up services may vary among different participants. Participants who have multiple employment barriers and limited work histories may be in need of significant follow-up services to ensure long-term success in the labor market. Other participants may identify an area of weakness in the training provided by WIA prior to placement that will affect their ability to progress further in their occupation or to retain their employment.  

· Follow-up services could include, but are not limited to: 

· additional career planning and counseling; 

· contact with the participant’s employer, including assistance with work-related problems that may arise; 

· peer support groups; 

· information about additional educational opportunities;

· referral to supportive services available in the community;

· In determining the need for post-placement services, there may also be a review of the participant’s need for supportive services to meet the participant’s employment goals.   (See detailed list of Follow-up Services in Youth Services Policies and Processes)

· We expect that the provision of training and supportive services after entry into unsubsidized employment (‘‘post-placement’’) will be limited, and will be part of the ISS, clearly documented in the participant case file.  

· Such post-placement training and supportive services may be provided consistent with policies established by the State or Local Board, and determined to be necessary on an individual basis by the One Stop partner.

· Follow-up services must be made available for a minimum of 12

months following the exit.

· As provided in § 663.815, financial assistance, such as needs-related payments, for employed participants is not an allowable follow-up service since, under WIA section 134(e)(3)(A), needs-related payments are restricted to unemployed persons who have exhausted or do not qualify for unemployment compensation and who need the payments to participate in training.

State Policy 

None

Local Policy 

· The LWIB Administrative Office requires a minimum of one follow-up service per quarter for a full year.
· All follow-up services must be entered into the Kansas Service Link database system for verification
· The LWIB Administrative Office reserves the right to require additional Follow-up services if it is deemed appropriate.

· Participant’s contact information must be verified at each phase of follow-up in order to successfully complete the customer satisfaction survey.  

· Follow-up reports will be due within the third month after exit; relative to the exit date.  Example:  Exit Date – 4/23/2004 1st F/U due in July, 2004. Second, Third, and Fourth quarter follow-up will emulate same process.  

· All follow-up should be rendered through personal contact (i.e. meeting, phone call, etc.)

· At exit, the LWIB Administrative Office must provide each case manager with the required time frame for follow-up.  

· AAOs will be responsible for entering performance data into KSL after each follow-up is completed.  In addition, AAO will monitor that all follow-ups are completed during the required time period.

Follow-up Processes

· Submit the completed follow-up forms within the allotted quarters following exit along with supplemental employment information and a copy of the credential (if applicable) attached if not already submitted.

· Attach copy of Kansas Service Link screenshot confirming entries have been made.

· Upon receipt of the Follow-up form the AAO will:

· Date stamp the form;

· Perform objective and subjective review;

· If the follow-up is not complete at either review stage, the AAO will request the corrections or additional information from the case manager;

· If complete, the AAO will notify the case manager of approval status.

· Customer information is entered into Title IB System 

· Additional follow-up is scheduled until the time requirement is fulfilled.

· Data Collection:

· Physical

· Follow-up Forms

Youth Follow-up 

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
General Budget Policies and Processes:

Local Policy:

· All budget addendums must be approved by the AAO.

· Budgets for each service must be submitted to the provider when requesting a particular service for a participant.  These budgets must include the start and end date for the service being requested.

· Charges for services can not exceed the amount budgeted.

· If services are not rendered or partially rendered the case manager is responsible for notifying the AAO in order to de-obligate the funds.

· At Exit all budgeted funds that have not been utilized must be de-obligated.

· If case manager is seeking an exception to Local Area I policies, the request needs to illustrate the extenuating circumstances surrounding the request.

· Services being provided by different providers or on different dates must have separates budgets submitted.

General Budget Processes:
· General Budget Review Process is as follows:
· Date stamp the form;

· Perform Objective and Subjective Review;

· If the budget is not complete at either review stage, the provider will request the corrections or additional information from the case manager;

· If complete, the provider will notify the case manager of approval status.

· Customer budget is entered into Kansas Fiscal Link

· All documentation is sent to the LWIB Administrative Office

General Budget Monitoring:
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Youth Allocation Policies and Processes:

Federal Policy 

· WIA Section  127 (b)(1), 128 (b), 128 (b)(1), 128 (b)(2), 128 (b)(3)(B), 132 (b)(1) and (2), 133 (b)(2)(A)(i), 133 (b)(3)(B), 667.100, 127 (b), 133 (b),
· The Governor must allocate WIA formula funds allotted for services to adults.
· The Governor may reserve funds up to 15% from the dislocated worker allotment for Statewide Workforce Investment Activities.  
· The role of the State Board is to develop allocation formulas for the distribution of funds for adult employment and training activities to the local areas.
· Program year – a program year begins on July 1 in the fiscal year for which the appropriation is made and ends on June 30 the following year. 
· Funds allotted to the State under WIA for any program year are available for expenditure by the State receiving funds only during that program year and the two succeeding program years.
· Thirty percent of all youth allocation must be used to provide activities/services to out-of-school youth.
· Funds allotted by a State to a local area under WIA for any program year are available for expenditure by the Local Area only during that program year and the succeeding program year.
· Funds which are not expended by a local area in the two-year period must be returned to the State.  Funds so returned are available for expenditure by the State and local recipients and sub recipients only during the third program year availability.  These funds may:
· Be used for Statewide projects, or
· Be distributed to other local areas which had fully expended their allocation of funds for the same program year within the two-year period.
· Youth allocation formula.  
· Unless the Governor elects to distribute funds in accordance with the discretionary allocation formula, the remainder of the youth funds not reserved must be allocated:
· 33 1/3 percent on the basis of the relative number of unemployed individuals in areas of substantial unemployment in each workforce investment area, compared to the total number of unemployed individuals in areas of substantial unemployment in the State;
· 33 1/3 percent on the basis of relative excess of number of unemployed individuals in each workforce investment area, compared to the total excess number of unemployed individuals in the State;
· 33 1/3 percent on the basis of the relative number of disadvantaged youth in each workforce investment area, compared to the total number of disadvantaged Youth in the State. 
· Discretionary Youth allocation formula. 
· In lieu of making the formula allocation described above, the State may allocate adult funds under a discretionary formula.  Under that formula, the State must allocate a minimum of 70 percent of adult funds on the basis of the formula in WIA section 133 (d)(1), and may allocate up to 30 percent on the basis of a formula that:
· Incorporates additional factors relating to:
· Excess youth in urban, rural and suburban areas and,
· Excess unemployment above the State average in urban, rural and suburban local areas, and
· Was developed by the State Board and approved by the Secretary of Labor as part of the State Workforce Investment Plan.
· Administrative Costs.
· As part of the 15 percent that a State may reserve for statewide activities, the State may spend up to five (5%) percent of the amount allotted under the Act for administrative costs of Statewide workforce investment activities.
· Local area expenditures for administrative purposes under WIA formula grants are limited to no more than ten (10%) percent of the amount allocated to the local area.
· Neither the five (5%) of the amount allotted that may be reserved for Statewide administrative costs nor the ten (10%) of the amount allotted that may be reserved for local administrative costs needs to be allocated back to the individual funding streams.  
· Administrative functions.
· The costs of administration are that allocable portion of necessary and reasonable allowable costs of State and local workforce investment boards, direct recipients, including State grant recipients, as well as local grant recipients, local grant subrecipients, local fiscal agents and one-stop operators that are associated with those specific functions and which are related to the direct provision of workforce investment services, including services to participants and employers.  These costs can be both personnel and non-personnel and both direct and indirect.
· The costs of administration are the costs associated with performing the following functions:
· Performing the following overall general administrative functions and coordination of those functions under WIA title I:
· Accounting, budgeting, financial and case management functions;
· Procurement and purchasing functions;
· Property management functions;
· Personnel management functions;
· Payroll functions;
· Coordinating the resolution of funding arising audits, reviews, investigations and incident reports;
· Audit functions;
· General legal services functions; and 
· Developing systems and procedures, including information systems, required for these administrative functions;
· Performing oversight and monitoring responsibilities related to WIA administrative functions;
· Costs of goods and services required for administrative functions of the program, including goods and services such as rental or purchase of equipment, utilities, office supplies, postage, and rental and maintenance of office space;
· Travel costs incurred for official business in carrying out administrative activities or the overall management of WIA system; and
· Costs of information systems related to administrative functions (for example, personnel, procurement, purchasing, and property management, account and payroll systems) including the purchase, systems development and operating costs of such systems.
· Additional administrative costs are:
· Awards to subrecipients or vendors that are solely for the performance of administrative costs.
· Personnel and related non-personnel cost of staff to perform both administrative functions.
· Specific costs charged to an overhead or indirect cost pool that can be identified directly as a program cost are to be charged as a program cost.  Documentation of such charges must be maintained.
· All costs incurred for functions and activities of a subrecipient and vendors are program costs.
· Costs of the following information systems including the purchase, systems development and operating (e.g. data-entry) costs are charged to the program category:
· Tracking and monitoring of participants and performance information;
· Employment statistics information;
· Performance and program cost information on eligible providers of training services, youth activities, and appropriate education activities;
· Local area performance information; and,
· Information relating to supportive services and unemployment insurance claims for program participants.
· Continuous improvement activities.  Documentation of such charges must be maintained.
State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual Policy 300-09-01 –  Funding Reallocation Policy
Local Policy 


· Local Area I will monitor allocations to ensure that 40% of Youth Allocations are used to serve Out-of-School Youth.

· Local Area I will allocate participant funds to each provider and monitor the obligations and expenditures in each provider in order to ensure that all funds are utilized in the allotted time frame. 

· The allocations will be used to provide services to participants and employers in each service delivery area.  

· Local Area I will monitor the obligations and expenditures in order to ensure that all funds are utilized in the allotted time frame. 

Youth Allocation Processes:

Federal Processes

· Individual State allocations are determined.

State Processes

· Local Area allocations are determined.
Local Processes

· Obligation and Expenditure Reports are generated and analyzed on a monthly basis.

· Reports are sent to LWIB Fiscal Committee on a monthly basis.

Youth Allocation Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Youth Performance Policies and Processes:

Federal Policy 

· WIA Section 136; TEGL 7-99; TEGL 8-99; TEGL 6-00; TEGL 14-00; 20 CFR part 666; 20 CFR 660.300; 666.120; 136 (g); 170; 667.300 (e); 667.800; 136 (c)(1); 118 (b)(3); 136 (c); 136 (h)(1)(B); 663.310; 128 (a); 133 (a)(1); 20 CFR 667.650(b);  

· The State Plan must contain a description of the State’s performance accountability system.

· The State may require Local Boards within a designated region to:

· Participate in a regional planning process that results in regional performance measures for workforce investment activities under Title 1 of WIA.

· Share employment and other types of information that will assist in improving the performance of all local areas in the designated region on local performance measures; and

· Coordinate the provision of WIA title I services, including supportive services, across the boundaries of local areas with the region.

· If a State fails to meet the negotiated levels of performance:

· The Secretary must, upon request, provide technical assistance.

· The amount of the succeeding year’s allocation for the applicable program may be reduced by up to five percent.

· The exact amount of any allocation reduction will be based upon the degree of failure to meet the negotiated levels of performance for core indicators for core indicators.  In making a determination of the amount, if any, of such a sanction, we may consider factors such as:

· The State’s performance relative to other States;

· Improvement efforts underway;

· Incremental improvement on the performance measures;

· Technical assistance previously provided;

· Changes in economic conditions and program design;

· The characteristics of participants served compared to the participant characteristics described in the State Plan; and

· Performance on other core indicators of performance and customer satisfaction indicators for that program. 

· Only performance that is less than 80 percent of the negotiated levels will be deemed to be a failure to achieve negotiated levels of performance.

· A State grant may be reduced for failure to submit an annual performance progress report.

· A State may request review of a sanction imposed. 

· Each local workforce investment area in a State is subject to the same core indicators of performance and customer satisfaction indicators that apply to a state.

· The Governor may apply additional indicators of performance to local areas in a State.

· The Local Board and the CEO must negotiate with the Governor and reach an agreement on the local levels of performance for each indicator.

· The Local Board, CEO, and Governor must take into account specific economic, demographic and other characteristics of the populations to be served in the Local Area.

· The performance levels agreed upon must be incorporated into the local plan.

· If a local area fails to meet the levels of performance agreed to for the core indicators of performance or customer satisfaction indicators for a program in any program year, technical assistance must be provided.  The technical assistance must be provided by the Governor with funds reserved for statewide workforce investment activities under WIA or upon the Governor’s request, by the Secretary.  The technical assistance may include the development of a performance improvement plan, a modified local plan, or other actions designed to assist the local area in improving performance.

· If a local area falls to meet these levels of performance for a program for two consecutive program years, the Governor must take corrective actions.  The corrective actions may include the development of reorganization plan under which the Governor:

· Requires the appointment and certification of a new Local Board;

· Prohibits the use of particular service providers or One-Stop partners that have been identified as achieving poor levels of performance; or 

· Requires other appropriate measures designed to improve the performance of the local area.

· A local area which has failed to meet local performance measures for two consecutive years, and has received the Governor’s notice of intent to impose a reorganization plan, may appeal such sanctions.  

· Youth core indicators and performance measures:

· For Eligible Youth aged 14 - 21 

· Attainment of basic skills goals, and, as appropriate, work readiness or occupational skills goals, up to a maximum of three goals per year.

· Attainment of secondary school diplomas and their equivalents; and

· Placement and retention in postsecondary education, advanced training, military service, employment, or qualified apprenticeships.

· For Eligible Youth aged 19 through 21 

· Entry into unsubsidized employment;

· Retention in unsubsidized employment six months after entry into employment;

· Earnings received in unsubsidized employment six months after entry into employment.

· Attainment of a recognized credential related to achievement of educational skills or occupational skills, by participants who enter post-secondary education, advanced training, or unsubsidized employment.

· A single customer satisfaction measure for employers and single customer satisfaction indicators for participants must be used for the WIA Title IB programs adults, youth, and dislocated workers.

· If an older youth is enrolled in both the Youth and Adult program, they will be included in both measures.

State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual Policy – 300-17-01 and 100-02-00

· Negotiating Performance Measures:

· WIA required the Department of Labor (DOL) to negotiate with the State to establish expected levels of performance for each of the 17 performance measures.  The first stage of negotiation established levels of performance for the first three years of WIA implementation. Actual performance is compared to the negotiated performance levels to determine is the State is eligible to receive an incentive award or is subject to sanctions. Each Local Workforce Investment Boards (LWIB) and Chief Elected Official (CEO) negotiated with the State to reach agreement on Local Area performance levels for the 17 performance measures.
· Prior to the fourth year (PY 2003) DOL will negotiate with the State to establish expected levels of performance for the fourth and fifth years. Each Local Workforce Investment Boards (LWIB) and Chief Elected Official (CEO) will negotiate with the State to reach agreement on Local Area performance levels for the 17 performance measures.
· Requests 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 characteristics.  The LWIB and the CEO can make a similar request to the State.
· Core Performance Measures:
· Core performance measures apply to youth who are registered for WIA services beyond self-service and informational services.
· The following rules determine how participants will be registered in the WIA funding streams:

· If a specific WIA funding stream serves a participant, the participant will be counted in that WIA funding stream's set of performance measures (i.e. a participant served by youth funds will be counted in the adult performance measures);

· Participants served by more than one WIA funding stream will be counted in each funding stream's set of performance measures (i.e. a participant served by youth funds and adult funds will be counted in both the youth performance measures and the adult performance measures);

· All exit-based measures will be in effective when the participant has exited all WIA Title I and One-Stop partner services.  In the case of a youth who becomes an adult while participating in the program, the individual will be counted in both the youth measures and the adult measures.  Neither set of exit-based measures shall be applied until that participant has exited the adult program services (as well as all other WIA Title I or partner services). 

· Calculating Data for Performance Measures 

· Except for the Youth Skill Attainment Rate and the Employer Satisfaction measures, all WIA performance measures are directly related to exit from WIA Title I services and partner services. Therefore, performance data is collected and reported in deferring periods.  Since the primary source for the employment related measures is the Unemployment Insurance (UI) wage files, those measures will have a significant delay in reporting due to the lag in availability of UI quarterly wage records.  Table 1 below indicates the reporting requirements for each performance measure and participant and exiter totals. Performance measures that do not rely on UI wage records are cumulated over a Program Year (July 1-June 30).  Performance measures that rely on UI wage records are cumulated during the first quarter of a program year and the last three quarters of the previous program year.

· All performance measures will be calculated using the specific guidance contained in TEGL 7-99.  The primary source for all employment related measures, to include Entered Employment Rate, Employment Retention Rate, Employment and Credential Rate, Earnings Change, and Earnings Replacement Rate will be UI wage records.  Supplemental sources for wage information can be used only after a request has been made for the UI records and there are no wages available.  Supplemental wage information cannot be used to compute Earnings Change for adults and older youths or Earnings Replacement Rate for dislocated workers.  Only valid UI wage record information may be used to calculate these measures.  

 
Local Areas shall make a request for UI wage information on participants by submitting a request to the Kansas Department of Human Resources (KDHR), ATTN: Management Information Systems (MIS) unit, not later than the last day of the reporting quarter.  The request should be submitted in either a comma delimited text file or Excel .cvs file format and include each participant’s Social Security Number, date of registration and (if applicable) date of exit.  Wage requests for new participants should be submitted by the end of the second quarter after registration.  Wage requests for exiters should be submitted at the end of each quarter until wages are available for the fifth quarter after exit.
· Kansas will participate in the national Wage Record Interchange System (WRIS).  WRIS allows wages to be obtained from other states using a national clearinghouse to process request for wages and direct them to the holding state.  If wages are not available in the Kansas UI wage records, Local Areas should immediately forward the participant’s Social Security Number, date of registration and the date of exit (if applicable) to the MIS unit for processing against the WRIS.
 
· Annual Report

· The WIA annual report and the WIASRD report of exiter data elements, as specified in TEGL 14-00, must be submitted to the State not later than November 1 of each year.  In addition to the format specified in TEGL 14-00 for statistical information, Local Areas are encouraged to provide narrative information related to local activities and initiatives related to WIA program services to include One-Stop activities.
· Annual Performance Evaluation - Incentive awards, and the need for technical assistance and/or corrective action will be determined based upon Local Area performance as described below:
· Level 1 – Outstanding Performance – Eligible for Incentive Award
· Performance Criteria for outstanding performance
· 80 percent or greater on all 17 performance measures; and
· 100 percent or greater of the cumulative score for each performance group.
· Action – Eligible for incentive award funds 
· Level 2 - Satisfactory Performance – Not Eligible for Incentive Award
· Performance Criteria for satisfactory performanceCan:
· 80 percent or greater on all 17 performance measures; and
· Less than 100 percent of the cumulative score for any of the 4 performance groups.
· Action – Provide Technical Assistance, if requested.
· Level 3 - Unacceptable Performance - Year One
· Performance Criteria for unacceptable performance (first year of WIA implementation):
· Less than 80 percent on any given performance measure.
· Action – The Governor (or Secretary of DOL upon the Governor’s request) shall provide technical assistance to the Local Area, which may include assistance in the development of a performance improvement plan or a modified local plan.
· Level 4 - Unacceptable Performance - Two Consecutive Years
· Performance Criteria for unacceptable performance (two consecutive years):
· Less than 80 percent on any given performance measure for any two consecutive years.
· Action – The Governor shall take corrective action, which may include development of a reorganization plan through which the Governor may require the following:
· Appointment and certification of a new local board;
· Prohibiting the use of eligible providers and One-Stop partners identified as achieving a poor level of performance; or
· Other action the Governor determines appropriate.
· Corrective Action
· A Corrective Action Plan will be required for all performance measures that fall below 80 percent of the core indicator.

· The Corrective Action Board reviews findings requiring corrective action and makes recommendations to the Director for the Secretary/Governor’s consideration when corrective action is necessary.  Prior to making its recommendation to the Director, the Board may request additional information from the local Workforce Development area, or conduct a meeting with appropriate officials to ascertain all pertinent facts regarding the finding.   
· If corrective action is necessary, the Director of Employment and Training, on a quarterly basis, request the necessary corrective action plan(s), with copies of the request sent to the local WIB and LEO Chairs.  Within twenty‑one (21) days of receipt of the request, the Workforce Development area shall submit a corrective action plan signed by the WIB Chair to the Chairperson of the Corrective Action Board.
· Corrective Action Plans shall include, at a minimum:

· An assessment 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.

· The Corrective Action Board reviews each corrective action plan (CAP) and makes recommendations for CAP approval or disapproval.  Upon approval of the CAP, the Director will determine if the local Workforce Development Area will be required to submit written progress reports to the Coordinator of the Corrective Action Board.  When required, each progress report shall describe the progress of the action taken; attainment or non‑attainment of benchmarks and any necessary revision of the plans.

· In the event of failure or non‑implementation of corrective action plans, the Corrective Action Board will make recommendations regarding possible sanctions to the Director.  Notification of any sanction to be imposed beyond corrective action plans will be communicated to the WIB Chair, Local Elected Official Board Chair, grant recipient and administrative entity.  Workforce Development Area officials will also be notified of their rights of appeal (Rules of Procedures for State Level Appeals and Hearings are set forth in the Kansas Business Development Policy and Procedures Handbook.
.

Local Policy

· Each service provider must maintain their individual performance according to the Local Area 1 negotiated performance measures set forth by the WIA.

· The LWIB Administrative Office is responsible for monitoring . Service providers are responsible for monitoring their individual staff’s performance according to the above standards.

· The LWIB Administrative Office must provide technical assistance to Service Providers whose performance warrants assistance.

· Excellence in performance by Service Provider will be recognized. Only entities that exceed all applicable performance standards will be eligible to receive incentive awards.(see Attachment D – Local Area I Incentive Award Policy)

· If a service provider’s performance falls below acceptable limits a corrective action plan for improvement must be developed by the service provider and the LWIB Administrative Office.   

· The service provider will be responsible for submitting performance reports with each Quarterly Report. The performance report must identify the entity’s current status as well as any action being taken to improve performance

Youth Performance Processes

· LAI will utilize KSL as its performance tracking system.

· The LWIB Administrative Office will compile performance data as exits and follow-up reports are submitted by the service providers in order to track performance on a regular basis prior to the final reports being generated.  If performance issues are foreseen immediate corrective action will be implemented in order to proactively affect the end results. 

· If Local Area I falls below 80 percent of its negotiated performance level, a correction action report for each core indicator will be submitted to the State and Department of Labor.  The Correction Action Plan will conform to all State Corrective Action Policies.

· Service provider and case manager correction action plans will conform to all State Corrective Action Policies and will be submitted to the Youth Council for review.

· Data Collection

· Electronic

· KSL Performance Reporting

· LWIB Performance Report

Youth Performance Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Customer Satisfaction Policies and Processes:

Federal Policy:

·    WIA Section 136, 20 CFR Part 666, TEGL 6-00

·    In order to meet the customer satisfaction requirements of the Workforce Investment Act (WIA) Title 1B, the department will use customer satisfaction surveys.  

·   The survey approach that will be utilized allows State and local flexibility and, at the same time, captures common customer satisfaction information that can be aggregated and compared at a State and local level. 

· The Department will use the American Customer Satisfaction Index (ASCI), which is created by combining scores from three specific questions that address different dimensions of customers’ experience.  The three required questions are:

· Utilizing a scale of 1 to 10 where “1” means “Very Dissatisfied” and “10” means “Very Satisfied”, what is your overall satisfaction with the services provided from the WIA 1B Program? _____ (1-10)  _____(11) Don’t Know  _____(12) Refused to answer

· Considering all of the expectations you may have has about the services, to what extent have the services met you expectations?  “1” now means “Falls short of your expectations” and “10” means “Exceeds your expectations.”  _____ (1-10)  _____(11) Don’t Know  _____(12) Refused to answer

· Now think of the ideal program for people in your circumstances.  How well do you think the services you received compare with the ideal set of services?  “1” now means “Not very close to the ideal” and “10” means “Very close to the ideal.”_____ (1-10)  _____(11) Don’t Know  _____(12) Refused to answer

· For WIA application, there will be one score for each of the two customer groups: participants and employers.

· Participant Satisfaction:

· The weighted average of participant ratings on each of the three questions regarding overall satisfaction is reported on a 0 – 100 point scale.  The score is a weighted average, not a percentage.

· WIA Title I-B participants who are exiters as defined in the core measures.

· All individuals from all funding streams in an exit cluster are eligible to be chosen for inclusion in the random sample 

· Each state is required to randomly survey 500 job-seekers.  These surveys must be administered by phone, the job-seekers surveys must be completed within 60 days of the customers exit date.  Local Board results can be weighted to account for sampling differences.

· A completed participant survey is defined as a survey in which all three required questions regarding overall satisfaction have been answered.

· For small States (those with less than 1000 exiters in a year), the entire population must be surveyed.

· The response rate from the sample with valid contact information must be a minimum of 70 percent.

· All survey responses will be obtained by telephone because comparability of the indicator for assessing performance levels is most reliably obtained with a phone survey, and they are easily and reliably administered.  Mail questionnaires may be used only in situations where the individual does not have a telephone.

· In addition, the following criteria must be followed in the procedures used to obtain customer satisfaction information. 

· Participants must be randomly sampled.
· Attempts must be made to contact all exiters in the samples to avoid bias.
· Respondents must be told the survey is voluntary and that information given will be confidential.

· There must be a process for creating up-to-date participant lists.
· Participants must be notified during registration of the possibility of being contacted for a survey.
· The interview should be 15 minutes or less.
· A minimum of five follow-up attempts is required.
· Alternate contact information should be collected from the exiters.
· A letter should be sent out informing the customer that he/she will receive a telephone call regarding the services received.
· Employer Satisfaction
· The weighted average of employer ratings on each of the three questions regarding overall satisfaction is reported on a 0-100 point scale.
· The score is a weighted average, not a percentage.
· Those eligible for surveying include employers who have received service where the service has been completed or, if it is an ongoing service, when a full segment of service has been provided.
· All employers who have received a substantial service involving personal contact with One-Stop staff are eligible to be chosen for inclusion in the random sample.  This excludes those employers who request a brochure or standard mailing, those who ask a question that is answered with little expenditure of staff time, or those who use electronic self-services.
· Examples of services include:
· Staff facilitated job orders;
· Customized job training;
· Customized labor market information requests; and
· On-the-Job Training.
· When an employer has received multiple services, priority should be given to the service that required the greatest expenditure of funds or staff time and the survey conducted regarding their satisfaction with that service.
· A sample will be taken from these employers in each quarter.
· Five hundred completed employer surveys must be obtained each year for calculation of the indicator.
· A completed survey is defined as a survey in which all three questions regarding overall satisfaction have been answered.
· For small states (those with less than 1000 employers who received a substantial service in a year) the entire population must be surveyed.
· The response rate from the sample with valid contact information must be a minimum of 50 percent.
· All survey responses will be obtained by telephone because comparability of the indicator for assessing performance levels is most reliably obtained with a phone survey, and they are easily and reliably administered. 

· In addition, the following criteria must be followed in the procedures used to obtain customer satisfaction information. 

· Employers must be randomly sampled.
· Attempts must be made to contact all exiters in the samples to avoid bias.
· Respondents must be told the survey is voluntary and that information given will be confidential.

· There must be a process for creating up-to-date participant lists.
· The interview should be 15 minutes or less.
· A minimum of five follow-up attempts is required.
· Employers should e contacted within 60 days of the completion of the service or 30 to 60 days after a job order has been listed where no referrals have been made.
State Policy:

· Kansas Department of Commerce Business Development Policy and Procedure Manual Policy 300-17-01
· Each LWIB will be responsible for gathering customer survey information for their Local Area using the American Customer Satisfaction Index (ACSI) methodology.  The State will be responsible for paying the cost of the required ACSI licensing for the Local Area.
· All employers who received a substantial service involving contact with One-Stop staff are eligible to be chosen for inclusion in the random sample once the service has been completed or 30 days have elapsed without service.  This includes staff facilitated job orders, customized job training, customized labor market information requests and on-the-job training activities.  
· Sample Size
· Participant Surveys: At the start of each program year, Local Areas must make a projection of the expected number of exiters during the program year.  This is referred to as the “yearly sampling frame”.  Using Table 2 below, each Local Area will be required to complete the number of interviews in the second column to insure validity of the local sample. The target number for sampling must be high enough to ensure that the required number of completed interviews is achieved.  The target number for sampling must be high enough to ensure that the required number of completed interviews is achieved while maintaining the minimum 70 percent contact rate.
· Employer Surveys: At the start of each program year, Local Areas must make a projection of the number of employers expected to receive substantial services from any partner delivering the service within the One-Stop system. This is the yearly sampling frame. Using the table below, each Local Area will be required to complete the number of interviews in the second column to insure validity of the local sample. The target number for sampling must be high enough to insure that the required number of completed interviews is achieved while maintaining the minimum 70 percent contact rate.
· Local Areas must report the following information for both participant and employer contacts not later than 30 days from the end of the reporting quarter:
· total number eligible for survey;
· total number contacted;
· contact’s numerical response to each question; and
· local area satisfaction percentage (if not reported the MIS unit will calculate the local area percentages based on the information provided).
TABLE 2 - Required Interviews for Valid Sample
      

	Size of

Sampling Frame
	Completed
Interviews

	Over 10,000
	500

	5,001 - 10,000
	370

	3,001 - 5,000
	356

	2,001 - 3,000
	340

	1,501 - 2,000
	321

	1,251 - 1,500
	305

	1,001 - 1,250
	293

	901 – 1,000
	277

	801 – 900
	268

	701 – 800
	259

	601 – 700
	247

	501 – 600
	233

	451 – 500
	216

	401 – 450
	206

	351 – 400
	195

	326 – 350
	182

	301 – 325
	175

	276 – 300
	168

	251 – 275
	160

	226 – 250
	151

	201 – 225
	141

	176 – 200
	131

	151 – 175
	119

	126 – 150
	107

	101 – 125
	93

	91 – 100
	79

	81 – 90
	72

	71 – 80
	65

	61 – 70
	58

	56 – 60
	52

	51 – 55
	47

	45 – 50
	42

	Under 45
	All


 

Local Policy:

· Local Area I will work to establish additional customer satisfaction measurements.  
· Local Area I will allow the state to conduct statutory customer satisfaction surveys. 

· Employer services must be entered into KSL for tracking purposes. 
Customer Satisfaction Processes:

· Customer Satisfaction Processes will be developed as additional customer satisfaction measurements are developed. 

· Data Collection
· Electronic

· Participant Satisfaction Survey Form

· Employer Satisfaction Survey Form
· Employer Table in One-Stop Tracking Database
· Physical
· Exit Form
· Employer Services Form
Customer Satisfaction:
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports
Title IB Case Management Policies and Processes:

Federal Policy:

· WIA Section 121 (b) (1) (A), 134 (d) (1) (B), 121 (c), 121 (b) (1) (B), 117 (b) (2) (A) (vi), WIA Section 662.220, 662.240, 20 CFR 663.100(b) (1), 134 (c), 29CFR Part 37.37 – 37.41 and Part 37.53 

· All case managing partners must follow all Federal One-Stop Partner Policies and Processes set forth in the One-Stop Policy and Process Manual
State Policy:

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual 100-04-00
Local Policy:

· LAI will competitively procure all case management services.  

· All case managing partners must follow all Federal, State and Local Regulations, Policies and Processes.
· All Title 1B case managers must attend case management training and KSL training.  The contractor will conduct all training of case managers.  The supervisor training must be documented and presented to the LWIB Administrative Office for documentation. 

· All Title 1B case managers must attend any additional training deemed necessary by the LWIB Administrative Office.

· All Title IB case managers will complete the On-line Certification by December 31, 2007 or within 6 months of hire date. 

· All case managers will maintain the highest standard of confidentiality and professionalism when working with Title IB participants. All participant files will remain locked at all times and all original documents will be sent to the LWIB Administrative Office.
· See LAI Fiscal Policy and Process Manual
· Local Area I Conflict of Interest Policy:
· Avoid situations which give rise to a suggestion that any decision was influenced by prejudice, bias, special interest, or personal gain;

· Exercise due diligence to avoid situations which may give rise to an assertion that favorable treatment is being granted to friends, family, or associates; and

· Not solicit or accept any money or any other consideration from any person for the performance of an act reimbursed in whole or part with any public or private funds.

Title IB Case Management Processes:

· See LAI Fiscal Policy and Process Manual
· See LAI Program Policies and Processes
Title IB Case Management Monitoring:

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports
Monitoring Policies and Processes:

Federal Policy:

· WIA Section 118, 127, 132, 183, 184 and 188, 20 CFR Subpart D & E, 29 CFR part 95 & 97, 20 CFR 667.400, 667.410, 667.800, 667.510, and 667.500.

· The Secretary is authorized to monitor all recipients and sub recipients of all grants awarded and funds expended under WIA title 1 to determine compliance with the Act and the WIA regulations, and may investigate any matter deemed necessary to determine such compliance.  Federal oversight will be conducted primarily at the recipient level.

· In each fiscal year, we will also conduct in-depth review in several States, including financial and performance audits, to assure the funds are spent in accordance with the Act.  Priority for such in-depth reviews will be given to States not meeting annual adjusted levels of performance.

· Each recipient and sub recipient must continuously monitor grant-supported activities, as applicable, including the applicable cost principles for all entities receiving WIA title I funds.  

· The Governor must develop a State monitoring system that meets.  The Governor must monitor local Boards annually for compliance with applicable laws and regulations in accordance with State monitoring system.  Monitoring must include an annual review of each local area’s compliance with the uniform administrative requirements.

· Roles and Responsibilities for all recipients and sub recipients of funds under WIA title 1 in general.  Each recipient and sub recipient must conduct regular oversight and monitoring of its WIA activities and those of its sub recipients and contractors in order to:

· Determine that expenditures have been made against the cost categories and within the cost limitations specified in the Act and the regulations in this part:

· Determine whether or not there is compliance with other provisions of the Act and the WIA regulations and other applicable laws and regulations; and 

· Provide technical assistance as necessary and appropriate

· State monitoring system must:

· Provide for annual on-site monitoring reviews of local areas’ compliance with DOL uniform administrative requirements;

· Ensure the established policies to achieve program quality and outcomes meet the objectives of the Act and the WIA regulations, including policies that relating to: the provision of One-Stop Centers; eligible training providers; and eligible providers of youth activities.

· Enable the Governor to determine if sub recipients and contractors have demonstrated substantial compliance with WIA requirements, and

· Enable the Governor to determine whether a local plan will be disapproved for failure to make acceptable progress in addressing deficiencies; and

· Enable the Governor to ensure compliance with the nondiscrimination and equal opportunity requirements of WIA.

· The Governor must require that prompt corrective action be taken if any substantial violations of standards are found.

· The Governor must impose sanctions in the event of a sub recipient’s failure to take required corrective action.

· The Governor may issues additional requirements and instructions to sub recipients on monitoring activities.

· They must certify to the Secretary every two years that:

· The State has implemented uniform administrative requirements;

· The State has monitored local areas to ensure compliance with uniform administrative requirements; and 

· The State has taken appropriate corrective action to secure compliance.

· Resolution of sub recipient-level findings.

· The Governor is responsible for resolving findings that arise from the State’s monitoring reviews, investigations and audits (including OMB Circular A-133 audits) of sub recipients.

· A State must utilize the audit resolution, debt collection and appeal procedures that it uses for other Federal grant programs.

· If a State does not have such procedures, it must prescribe standards and procedures to be used for this grant program.

· Resolution of State and other direct recipient level findings.

· The Secretary is responsible for resolving findings that arise from Federal audits, monitoring reviews, investigations, incident reports, and recipient level OMB Circular A-133 audits.

· The Secretary uses the DOL audit resolution process as appropriate.

· A final determination issued by a Grant Officer under the process may be appealed to the DOL Office of Administration law Judges. 

· Resolution of nondiscrimination findings.  Findings arising from investigations or reviews conducted under nondiscrimination laws will be resolved in accordance with WIA and DOL nondiscrimination regulations.

State Policy:

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual Policy1-02-01

· The Kansas Department of Commerce’s Workforce Compliance and Oversight (WDC) unit will be the primary administrative unit responsible for implementing employment and training reviews associated with the WIA using state and/or federal monitoring guides.
· The primary responsibility of the WCO unit will include, but is not limited to working toward insuring administrative policies, practices; standards and systems are functioning and operating within the parameters established by federal/state legislation, regulations and policy directives.
· The State will institute a number of policies governing employment and training initiatives, which will be formalized in a state policy and procedures manual, known as the KDOC Business Development Division Policy and Procedure Manual.  Such policies/procedures are designed to provide further guidance to program administrators and/or service providers in achieving program quality and outcomes that meet the objectives of the Workforce Investment Act and Regulations.  Procedures related to audit, audit resolution and debt collection will be contained in the KDOC Business Development Division Policy and Procedure Manual and will reflect provisions of the Workforce Investment Act, as well as the Single Audit Act amendments of 1996.
· All State Financial Management policies will be contained in a Fiscal policy that is part of the Policy and Procedures Manual.  The Fiscal policy will contain definitions related to cost allocation, allowable direct/indirect charges, property management and procurement procedures, etc., for all WIA fiscal activities.  The requirements within the fiscal policy will incorporate 29 CFR Part 95 and 29 CFR Part 97. 
· The results of each Workforce Compliance and Oversight (WCO) monitoring effort will be documented and compiled in a formal report and disseminated for response and, as warranted, corrective action to the appropriate administrative entities. 
· Specific activities subject to state monitoring may include, but are not limited to: 
· Allowable activities.

· Targeting; selection, assessment methodology, and eligibility.

· EEO and ADA compliance.

· Fiscal accountability and internal controls; inventory control; property management.

· Complaint and Grievance policies and procedures.

· Management Information Systems; data sharing; maintenance and validation.

· Conflict of interest; nepotism.

· Contracting; certifications (e.g. Local Workforce Investment Boards (LWIBs), service providers, etc.).

· Customer satisfaction and performance.

· Recordkeeping maintenance, security and retention.

· Monitoring Schedule: The State’s monitoring efforts will encompass both desk and on-site reviews.  Each year the WCO will develop a preliminary schedule of on-site reviews to be conducted. This schedule will be disseminated to appropriate entities.  The schedule will remain flexible toward accommodating the operations of the entity being reviewed.  A notice of confirmation will be sent indicating when the entrance visit will occur.  
· Findings: Upon completion of a monitoring activity conducted by the WCO, a report summarizing the resulting observations, comments, findings and recommendations will be forwarded to the Kansas 1st Technical Assistance (TA) Unit and appropriate local and state program administrators. Within 21 days of the issuance of the monitoring report, the TA Unit will convene a Workforce Solutions Team representative of appropriate Commerce program and/or Division representatives (including WCO) and local administrators to review the report’s contents and discuss options for utilizing the information gained in advancing the workforce delivery system.  In order to remain independent of program operations, participation by the WCO shall be limited to providing clarification, information related to the scope and nature of their reviews and resulting findings/observations.
The Workforce Solutions Team will jointly develop a Solution Plan to resolve any findings. A Solution Plan should be developed in manner that maximizes the leveraging of resources available through participating team members and realizes efficiencies in achieving resolution. The plan shall include the following:

· Identification of the issue(s);

· Desired outcome/goal;

· Action steps towards a solution, including individual team members roles and responsibilities;

· Measurable objectives for each action step; and

· Time frame for measuring accomplishment of each action step as well as the final outcome/goal.

The Solution Plan and subsequent progress reports will be distributed to the participating team members and Chair of the Corrective Action Board for review. The Chair of the Corrective Action Board may take other such actions as deemed appropriate, including convening the Correction Action Board as outlined below.

· Corrective Action Board: The Corrective Action Board (CAB) reviews findings requiring corrective action and makes recommendations to the Deputy Secretary and Secretary/Governor for consideration when corrective action is necessary.  Prior to making its recommendations, the CAB may request additional information from the Local Area, or conduct a meeting with appropriate officials to ascertain all pertinent facts regarding the finding. 
Each quarter, or more often, as determined by the Chair of the Corrective Action Board, the WCO will canvass members to determine if there are outstanding operational/compliance issues that warrant a CAB meeting.  When the CAB determines an issue warrants corrective action, the Chair will request a corrective action plan(s) from the Kansas First Team and/or the Local Area, as necessary.  When warranted, copies of the request will be sent to the Local Workforce Investment Board (Local Board) Chair and the Chief Elected Official (CEO) Chair.  Within 21 days of receipt of the request, the Local Board Chair shall submit a corrective action plan to the Chair of the CAB.  Corrective action plans shall include, at a minimum: 

1. An assessment of the current situation, including a review of action that has already been taken to address the problem; 

2. A plan which describes, in detail, the action which will be taken to correct the problem; and 

3. A timetable for the action that identifies what steps will be taken through the coming months, benchmarking dates by which certain levels of progress will be accomplished.

· Upon approval of the correction action plan, the CAB Chair will determine if the Local Area will be required to submit written progress reports to the CAB.  When required, each progress report shall describe actions taken, attainment or non-attainment of benchmarks, and any necessary revision to the plan. In the event of failure or non-implementation of corrective action plans, the CAB will make recommendations to the Deputy Secretary of Commerce or the Secretary of Commerce/Governor regarding possible sanctions. Notification of any sanction to be imposed beyond the corrective action plan will be communicated to the Local Board Chair, the CEO Chair, the grant recipient and the administrative entity.  These Local Area officials will also be notified of their rights of appeal. 
· Findings/Sanctions
· When appropriate, a follow-up review may be conducted to ascertain if the corrective action was implemented, and/or to provide technical assistance. Where performance is not in line with the requirements of the program, or violations of the Act, federal regulations, State policies have occurred KDOC shall impose the corrective actions/sanctions described below. 
· In determining whether to impose a sanction, the frequency, quantity, flagrancy and severity of the finding and whether it was the result of willful disregard of the Act or other applicable laws and regulations will be considered. The frequency, quantity, flagrancy, severity, and willfulness of the finding will also determine the precise sanction imposed. 
· Specific findings, although not all-inclusive, which may result in the imposition of sanctions, are outlined below.  The findings may fall into four major categories: Administrative, Fiscal, Participant, and Performance Standards. 
· Administrative Findings – Sanctions may be imposed for violations of law, regulations, and State policies.  Major Examples of sanctionable  findings in the administrative area are failure to:

· Maintain LWIB membership in accordance with the applicable section of WIA; 

· Maintain a current Local Elected Official (LEO) Agreement that reflects the current local elected officials of the Local Area; 

· Obtain/maintain supporting documentation for grant activities; 

· Maintain an adequate management information system, in accordance with State standards; 

· Maintain an adequate local monitoring system; 

· Submit appropriate updates/modifications and budgets to maintain an up-to-date Local Area Strategic Plan; 

· Submit and implement required corrective action plans within required time frames; 

· Submit accurate required reports within required time frames; 

· Adhere to federal, state and local policies and procedures regarding EEO requirements; and 

· Implement corrective action based on findings contained in the State oversight reports.

· Fiscal Findings – Sanctions may be imposed for violations of law, regulations and State standards.  Major examples of sanctionable findings in the fiscal area are failure to:

· Operate within minimum cash balance requirements; 

· Comply with program cost limitations; 

· Make procurements according to required policies and procedures, including prior approval where necessary; 

· Maintain adequate systems of fiscal control; 

· Submit accurate required fiscal reports within required time frames (a corrective action plan is required at the end of any 3-month interval in which an organization submits two or more late or inaccurate monthly fiscal reports. 

· Maintain property control system; 

· Resolve audit findings or questioned costs; and 

· Implement corrective action based on findings contained in state oversight reports.

· Violation of WIA Law, Regulations, and State Policies – Sanctions may be imposed for violations of law, regulations and State standards.  Major examples of sanctionable findings in the fiscal area are failure to:

· Obtain proper information for eligibility determination resulting in ineligible participants receiving benefits from the program; and 

· Meet required enrollment levels for any group established as priority through State performance standards.

· Sanctions Given the magnitude of WIA operations, the need for various partners to establish services, build relationships, and toward encouraging innovation and team building, considerable latitude will be granted to the LWIB toward sufficient performance.  The WCO unit is supportive of technical assistance funds being made available to Local Areas that consistently demonstrate a lack of performance in meeting their performance goals.  Ongoing program evaluation through monitoring efforts will strive to focus on program improvement.  Should it become necessary for the State to entertain sanctions for disregard of the Act or other applicable laws and regulations, such sanctions will be handled within the confines of those laws.  

· Local Monitoring Requirements: Each LWIB will establish policies and procedures related to their oversight responsibilities.  These procedures are to be contained in their Local Area Operational Plan.  Minimum standards shall include, but are not be limited to, the following:
· An annual schedule of activities to be reviewed; 

· Operational procedures related to documentation of the reviews; 

· Operational procedures related to resolution of findings; and 

· Operational procedures related to corrective action.

Local Areas will develop complete monitoring guides for all aspects of WIA activities to be incorporated within their Local Area Operational Plans. These monitoring guides shall include the refinement and implementation of monitoring tools that will improve the quality of the program. The technical assistance is available through the Division's assigned Technical Assistance unit.

Local Policy:

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

· It is intended that the information compiled as a result of said monitoring activities will serve as a functional management tool for maintaining the quality of programs for which the use of Workforce Investment Act funds are directed.  The monitors will strive to identify opportunities for improvement as well as best practices.

· To maintain oversight of the performance and the operations of its various programs under the Workforce Investment Act, LAI has assigned the monitoring responsibilities to its Administrative Entity.  In addition, LAI LWIB committees will conduct One-Stop and Fiscal monitoring reviews. 

· In performing the internal monitoring duties, the Administrative Entity and LWIB committees maintain complete objectivity and independence in completing the monitoring tasks.  

· The Administrative Entity is ultimately responsible for the following:

· Set up each quarterly monitoring meeting

· Explain subject matter to be monitored 

· Coordinate monitoring reports into one Final Report 

· Distribute report to Program Service Managers and Boards 

· Local Area I expects each contractor to conduct their own monitoring on a regular basis to ensure staff is adhering to the LAI standards and is in compliance.

· During all on-site program (adult, dislocated worker, and youth) monitoring reviews, the LWIB Administrative Staff will conduct interviews with current participants to gain input from the customers. The information gained from these interviews will be incorporated into the final monitoring report.  

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

· First Quarter (July – September)
 


LWIB/CEO/Youth Council Board Compliance


Service Provider Contracts


Eligibility Determination/Verification/File Review



· Second Quarter (Oct. – Dec.)

Worksite/Other Site Review

Youth Service Providers Program Review

Adult/Dislocated Program Review 

Customized Training Projects

Rapid Response

· Third Quarter  (Jan. – March)





One-Stop Delivery (One-Stop Committee)




Fiscal/Procurement/Program Costs

Grievance/EO







Eligibility Determination/Verification/File Review


Management Information System (Service Link)

· Fourth Quarter  April – June)




ITA System/Procedures


Performance Standards

· Upon the completion of the monitoring activities, the LWIB Administrative Staff summarizes the monitoring material and submits a final report to the corresponding LWIB committee. Once the committee has reviewed and commented on the Quarterly Monitoring Report that individual will approve/disapprove and return the report to the Administrative Office for distribution to the service provider.  After receiving the Monitoring Report the Administrative Entity will take the appropriate action as specified in the report concerning recommendations and/or corrective action.

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

· The Monitoring reports are presented to the corresponding LWIB/CEO Committee at each quarterly scheduled meeting.

· Data Collection:
· Electronic

· One-Stop Tracking

· Fiscal System

· Physical

· Physical client files

Youth Case Management Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports
WIA Discrimination Complaint Policies and Processes

The ingredient that makes a discrimination complaint different from a program complaint is that, in addition to an issue, a discrimination complaint includes a basis.  A basis is the complainant's reason for his/her treatment.  A complaint is a discrimination complaint if it includes, as a reason for the mistreatment, one of the prohibited factors listed in WIA Section 188 (e.g., race, color, sex, etc.).  A complaint cannot be processed as both a program complaint and as a discrimination complaint.

Federal Policy:

· WIA Section 188, 29 CFR 37.70-37.89

· The Civil Rights Center (CRC) has authority to investigate complaints of discrimination in programs that receive Federal financial assistance from the USDOL.  These complaints may be on the basis of race, color, national origin, age, disability and in some programs on the basis of sex, religion, citizenship, and political affiliation or belief.  Programs funded by USDOL include, but are not limited to the Workforce Investment Act programs (Job Corps, Older Workers, Dislocated Workers, Youth Employment and Training, Native Americans, Migrant and Seasonal Farm Workers, etc.) as well as the State Employment Service, the Unemployment Insurance Program, and grant programs administered by the Mine Safety and Health Administration, Occupational Safety and Health Administration, and Veterans’ Employment and Training Service. The following laws give CRC enforcement authority over the following programs:
· Age Discrimination Act of 1975, as amended;

· Section 188 of the Workforce Investment Act of 1998;

· Section 504 of the Rehabilitation Act of 1973, as amended;

· Title IX of the Education Amendments of 1972, as amended; an.

· Title VI of the Civil Rights Act of 1964, as amended.
CRC is also one of the eight Federal agencies with authority to investigate complaints of discrimination against public entities on the basis of disability. CRC’s authority extends to labor and workforce programs. The law that gives CRC this authority is Title II of the Americans with Disabilities Act.  Complaints alleging discrimination based on disability and filed under Section 504 of the Rehabilitation Act of 1973 must first be filed at the local level (the agency or entity you are filing against) before it can be filed with CRC.

State Policy:

· Kansas Department of Commerce Business Development Policy and Procedure Manual - 1-03-00

· All Local Areas must designate an EO Representative who is responsible for receiving, investigating, and offering resolutions of complaints, and for assuring all WIA Title I applicants are advised of their rights.  
· Who May File:

Any individual, or specific class of individuals, who believe that they have been subjected to discrimination prohibited under WIA on the basis of race, color, national origin, religion, sex, age, disability, 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 self or her self, or through a representative of the Local Area, or with the USDOL Civil Rights Center. 

· Any person wishing to file a discrimination complaint must be given the option of filing either with the Local Area directly 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. 

· If a complainant chooses to file with the Local Are, the Complaint Information Form (K-ED 638) should be completed.

· All written complaints must contain the following information:

· Full name, address and telephone number (or message number) of person making the complaint (complainant);
· Full name and address of the entity or individual against whom the complaint is made (respondent);
· A 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 Access provisions of the WIA.
· The complaint must be signed and dated by the complainant or complainant’s authorized representative.
· The Local Area EO 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 EO Director for WIA programs at the following address:

Kansas Department of Commerce 

Ben Nwakpuda

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 CRC Director, the following information must be provided by completing the CRC Complaint Information Form and accompanying Privacy Act Consent Form (K-ED 628, Attachments 1 and 2):

· 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 Access provisions of the WIA. 

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

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

Local Policy:

· All Local Area I LWIB members, One-Stop Partners, and Service Providers will adhere to all Federal and State policies and processes regarding Discrimination Complaints.
· All discrimination complaints will be referred to the LWIB Administrative Office immediately; the informal complaint process will not be used.
· Local Area I LWIB has designated the LAI Executive Director as the EO Representative for Local Area I. His contact information is as follows:
Robert Dalke

Local Area I Administrative Office.

1922 Main

Great Bend, KS 67530

Office Phone:  
620-792-7032

Alternate Phone:
620-617-7105

Fax:


620-792-5132

Local Area Discrimination Complaint Processes

Local Area Level

1. 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. 

2. 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 CRC Director.  If parties cannot reach an agreement under ADR, complainant may file a discrimination complaint with the CRC Director. 

3. The Local Area 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 CRC Director within 30 days of the notification. 

4. 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. 

5. The Local Area 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. 

6. The complainant will be notified of the right to file a complaint with the CRC if the Local Area 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. 

7. 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. 

8. 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 CRC Director.  This must be filed within 30 days of the date on which the Notice of Final Action is issued.

9. 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 EO Director for WIA programs. 

10. 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.  
11. 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. 

Civil Rights Center Level

1. The CRC Director will determine whether or not a complaint is to be accepted and will so inform the complainant and respondent in writing. 

2. If, at the conclusion of an investigation, there is reasonable cause to believe discrimination has occurred, an Initial Determination will be made that includes specific findings and determines if a written agreement is necessary.  The Initial Determination will also include any proposed corrective action and an offer to engage in voluntary compliance negotiations. 

3. If a no-cause determination is made, the complainant and respondent will be notified in writing.  Such determination represents final action by the CRC Director. 

4. If compliance cannot be secured through informal means, the CRC Director will proceed with other enforcement measures available. 

· Data Collection

· Physical

· WIA Discrimination Complaint Form

· Complaint Form

· Complaint Log

· Electronic

· Complaint Log

WIA Discrimination Complaint Monitoring

· Federal, State, and Local On-Site Monitoring
· Complaint Resolutions
WIA General Complaint Policies and Processes:
General WIA complaints fall into the following two categories:

1. Complaints involving local WIA programs, agreements, or Local Workforce Investment Board (Local Board) policies and activities; or 
2. Complaints involving State WIA policies, programs, activities or agreements.

 

Federal Policy:

· WIA Section 667.505; 181 (c)(3)

· Each local area, State and direct recipient of funds under title I of WIA, except for Job Corps, must establish and maintain a procedure for grievances and complaints.

· A complaint may be amended or withdrawn at any time prior to a scheduled hearing. 

· Information that could lead to the identification of the person filing the complaint must be kept confidential, to the extent practical. The identity of any person who furnishes information related to, or assisting in, an investigation shall be kept confidential to the extent possible.  

· An entity receiving financial assistance under WIA may not discharge, intimidate, retaliate, threaten, coerce, or discriminate against any person because such person files a complaint, opposes a prohibited practice, furnishes information, assists, or participates in any manner in an investigation or hearing.

· Each local, State and direct recipient must:

· Provide information about the content of the grievance and complaint procedure required by this section to participate and other interested parties affected by the local Workforce Investment System, including One-Stop partners and service providers;

· Require that every entity to that receives Title I funds must provide the information referred above to participants receiving Title I funded services from such entities;

· Must make reasonable efforts to assure that the information will be understood by affected participants and other individuals, including youth and those who are limited-English speaking individuals.  

· Local area procedures must provide:

· A process for dealing with grievances and complaints from participants and other interested parties affected by the local Workforce System, including One-Stop partners and service providers;

· An opportunity for an informal resolution and a hearing to be completed within 60 days of the filing of the grievance or complaint;

· A process which allows an individual alleging a labor standards violation to submit the grievance to a binding arbitration procedure, if a collective bargaining agreement covering the parties to the grievance so providers; and

· An opportunity for a local level appeal to a State entity when:

· No decision is reached within 60 days; or 

· Either party is dissatisfied with the local hearing decision.

· State Procedures must provide:

· A process for dealing with grievances and complaints from participants and other interested parties affected by the Statewide Workforce System;
· A process for resolving appeals from local areas;
· A process for remanding grievances and complaints related to the local WIA programs to the local area grievance process;
· An opportunity for an informal resolution and a hearing to be completed within 60 days of the filing of the grievance or complaint.
· Procedures of direct recipients must provide:
· a process for dealing with grievance and complaints from participants and other interested parties affected by the recipient’s WIA programs; and
· an opportunity for an informal resolution and a hearing to be completed within 60 days of the filing of the grievance or complaint.
· The remedies that may be imposed under local area, State, and direct recipient grievance procedures are:
· suspension or termination of payments under WIA;
· prohibition of placement of a participant with an employer that has violated any requirement under this title;
· where applicable, reinstatement of an employee, payment of lost wages and benefits, and reestablishment of all other relevant terms, conditions, and privileges of employment; and
· where appropriate, to other equitable relief.
· Complaints that are discriminatory in nature are to be handled according to the EO and Discrimination policies and processes.
· Department of Labor Procedure for reviewing State and local grievances and complaints are:
· Investigate allegations arising through the grievance procedures described above when;
· A decision on a grievance or complaint has not been reached within 60 days of receipt of the request for appeal of a local level grievance and either party appeals to the Secretary; or
· A decision on a grievance or complaint has been reached and the party involved in the decision is not satisfied appeals to the Secretary.
· Final decision on an appeal must be made within 120 days after receiving the appeal.
· All appeals must be submitted by certified mail, return receipt requested, to the Secretary of Labor, U.S. Department of Labor, Washington, D.C. 20210, Attention: ASET.  A copy of the appeal must be simultaneously provided to the appropriate ETA Regional Training Administrator and the opposing party.
· Criminal fraud and abuse complaints:
· Information and complaints involving criminal fraud, waste, abuse or other criminal activity must be report immediately through the Department’s Incident Report System to the DOL Office of Inspector General, Office of Investigation, Room 55514, 200 Constitution Avenue NW, Washington, D.C. 20210, or the corresponding Regional Inspector General for Investigations, with a copy simultaneously provided to ETA.  
State Policy:

· Kansas Department of Commerce Business Development Policy and Procedures Manual Policy No. 1-11-00
· The WIA Complaint form must be used as a complaint intake form.
· Any complaints received in writing must be accepted and handled in the same manner as if it were made on a WIA Complaint Form.
· The following information must be gathered:
· Full name, telephone number and address of the person making the complaint;
· Full name and address of the respondent; and
· Statement of facts (including dates) that constitutes the alleged violation(s).
· Who may file: 

· Any applicant, employee, participant, service provider, program recipient, or other interested party may file a complaint alleging a violation of local WIA programs, agreements or Local Board policies and activities.
· Complainants with disabilities will be accommodated in communication and location.  Alternate formats will be used on request to notify the complainant of hearings, results and any other written communication.  Auxiliary aides and services, such as deaf interpreters or assistive listening devices, will be provided on request for negotiations, hearings and any other meetings where aural communication occurs.  An accessible location will be used for hearings and other meetings on request.

· Complaints may be filed with the Local Administrative Entity or the service provider within one year from the date of the event or condition alleged to be a violation of WIA.

· Training providers and employers of WIA participants must have procedures in place to process complaints relating to the terms and conditions of the participant’s training or employment.  Employers and Training providers may elect to operate their own complaint procedures, or utilize the system established by the LWIB.

· Service providers and employers of WIA participants must have procedures in place to process complaints related to the terms and conditions of the participant's training or employment.  Employers and service providers may elect to utilize the system established by the Local Administrative Entity or operate their own complaint procedures.  If the employer is required to use the complaint processing procedures under a covered collective bargaining agreement, then those procedures may be used to handle general WIA complaints.  

· Any hearings conducted by an employer must comply with all provisions for hearings described in this policy

Local Policy: 

· Local Area I LWIB has designated the Executive Director as the EO Grievance/Complaint Officer for Local Area I. His contact information is as follows:
Robert Dalke

Local Area I Administrative Office

1922 Main

Great Bend, KS 67530

Office Phone:  
620-792-7032

Alternate Phone:
620-617-7105

Fax:


620-792-5132

· Local Area I has designated the LWIB attorney as the hearing officer.
· Local Area I services providers are responsible for attempting to informally resolve all general complaints brought forward by WIA Title IB Participants/Customers.  Each provider will establish the following informal complaint process:
· Complaint is reported to the direct supervisor, if the direct supervisor can not resolve the complaint the complaint is then forwarded to the program director.
· Complaints that can not be resolved by the program director must be forwarded to the LAI Complaint Officer for formal resolution.
· All complaints must be addressed and resolved within seven days of receiving the complaint.
· The service provider must make the LWIB Administrative Office aware of the complaint immediately upon acknowledgement of the complaint.  The following information must be forwarded to the LWIB Administrative Office:
· Participant/Customer Name
· Participant ID (if applicable)
· Contact Information
· Brief description of the complaint
· Name of person who received the complaint
· Date of the Complaint
· Plans to Address
· Resolution upon agreement of all parties  
· A complaint log is to be included within each Quarterly Program Report.  
· No person shall be denied program eligibility or participation, employment, excluded from benefits, or suffers discrimination under this Agreement because of race, color, religion, sex, national origin, age, disability, political affiliation or belief.  Furthermore, Local Area I One-Stop marketing initiatives must include targeted outreach to all protected classes.
· Copies of the Complaint Form will be placed in a general complaint master file.   
· All potential Title IB participants must receive and sign the Complaint Procedures and Complainant’s Rights Form (see enrollment policies and processes). Kansas Department of Commerce complaint brochure will be utilized in Local Area I.
· All OJT and Work Experience employers must receive a copy of the WIA Complaint Procedure and Complainant’s Rights Form. (see OJT and Work Experience Policies and Processes)
WIA General Complaint Processes:
· One-Stop partners, service providers, and Title IB case managers will give a copy of the Complaint Procedures and Complainant’s Rights Form to all potential One-Stop registrants.
· Equal Opportunity and Affirmative Action Processes:
· Participants are verbally apprised of their rights and their Case Manager  explains the complaint and grievance procedure to them when the eligibility assessment is completed. The complaint and grievance procedure appears in written format.
· Each participant file is reviewed upon eligibility determination to assure that required documentation is present. Proof of sex, race, citizenship, disability, social rehabilitation service status, and/or other targeted barriers defined in the Act are included in the file as appropriate.
· Any person who believes that he or she has been discriminated against in violation of the prohibition of discrimination as expressed herein is encouraged to seek just and proper redress by contracting the Equal Opportunity Officer or the KDOC Equal Opportunity Director. All management personnel shall actively recruit and provide career development programs to ensure equitable representation of minority, female and disabled persons in all job categories. 
· When developing an OJT or Work Experience opportunity Title IB case managers will review the Complaint Procedures and Complainant’s Rights Form with the employer.  Contractual Provisions will be signed by the employer prior to approval of the OJT or Work Experience.  

· Once a Grievance or Complaint regarding Local Programs and Policies has been received the following steps will followed:
· Step 1 - Initial Review
If the complaint alleges a violation of any statute, regulation, policy, or program that is not governed by WIA, the complaint will be referred to the appropriate organization for resolution. Notice of the referral will be sent to the complainant.   

The Local Administrative Entity or the service provider will receive the complaint from the complainant or the complainant's designated representative.  All complaints will be logged.  A complaint file should be established that contains the following:

· Application and enrollment forms;

· Completed General WIA Complaint Form (or complainant's written statement);

· Chronological log of events or conditions alleged to be a violation of WIA;

· Any relevant correspondence; and

· Record of the attempted informal resolution.

· Step 2 - Informal Resolution
An attempt should be made by the Local Administrative Entity or the service provider to informally resolve the complaint to the satisfaction of all parties.  The informal resolution process must be completed within ten business days from the date the complaint is filed. If all parties are satisfied, the complaint is considered resolved and the terms and conditions of the resolution must be documented in the complaint file.  When a service provider attempts the informal resolution, the service provider will forward the complaint file to the Local Administrative Entity.  The Local Administrative Entity will review the complaint file and investigate it further if necessary.

· Step 3 - Formal Resolution

When an informal resolution is not possible, the Service Provider will forward the complaint and a copy of the file to the Local Administrative Entity. The Local Administrative Entity will review the complaint file, investigate further if necessary, and issue a determination within 20 days from the date the complaint was filed.  If an appeal of the determination is not requested, the complaint is considered resolved and the complaint file should be documented accordingly.

Any party dissatisfied with the determination may request a hearing within 14 days of the date of the determination. The Local Administrative Entity will schedule the hearing and forward the complaint to the hearing officer for resolution.  The Local Administrative Entity will monitor the processing of the complaint.
· Step 4 - Hearing

The Local Administrative Entity will designate a hearing officer to ensure the complaint receives fair and impartial treatment. The hearing officer will schedule a formal hearing and mail a written notice to the complainant, the respondent, and any other interested party at least seven days prior to the hearing.  The notice will include the date, time, and place of the hearing. The hearing must be conducted within 45 days from the date the complaint was filed. Parties may present witnesses and documentary evidence, and question others who present evidence and witnesses. The complainant may request that records and documents be produced.  An attorney, or another designated representative, may represent the parties. All testimony will be taken under oath or affirmation. The hearing will be recorded either in writing or by audio tape. The hearing officer's recommended resolution will include a summary of factual evidence presented during the hearing and the conclusions upon which the recommendation is based. 
· Step 5 - Final Decision
The Local Administrative Entity will review the recommendation of the hearing officer and issue a Final Decision within 60 days from the date the complaint was filed. 
· Step 6 – Appeal
Any party dissatisfied with the Final Decision, or any party who has not received either a Final Decision or a resolution within 60 days from the date the complaint was filed, may request an appeal. The appeal must be received by the Kansas Department of Commerce (KDOC) within 90 days from the date the complaint was filed at the following address:
 
Kansas Department of Commerce
Workforce Compliance and Oversight
1000 S.W. Jackson Street, Suite 100
Topeka, KS  66612-1354
 
· KDOC will review the complaint file, the hearing record and all applicable documents and issue a final decision on the appeal within 30 days from the date the appeal was received by KDOC. 
· Once a Grievance or Complaint regarding Statewide Programs and Policies has been received the following steps will followed:

· Step 1 - Initial Review
Written complaints will be taken from the complainant, or the complainant's designated representative.  All complaints will be logged.

 

If the complaint alleges a violation of local WIA programs, policies or agreements, the complaint will be referred to the Local Administrative Entity for processing under the complaint procedures for program complaints against local WIA programs. If the complaint alleges a violation of any statute, regulation, policy, or program that is not part of WIA, the complaint will be referred to the appropriate organization. Notice of the referral will be sent to the complainant. If the complaint is retained, a complaint file should be established that contains: (1) application and enrollment forms, (2) a completed WIA Complaint Form or the complainant's written statement, (3) a chronological log of events, (4) relevant correspondence, and (5) a record of the attempted informal resolution.

· Step 2 - Informal Resolution
An attempt should be made to informally resolve the complaint to the satisfaction of all parties.  This informal resolution process must be completed within 10 days from the date the complaint was filed. If all parties are satisfied, the complaint is considered resolved and the terms and conditions of the resolution must be documented in the complaint file.

· Step 3 - Formal Resolution
When an informal resolution is not possible, the statewide Service Provider will forward the complaint file to KDOC at the address below:

 

Kansas Department of Commerce

Workforce Compliance and Oversight

1000 S.W. Jackson Street, Suite 100

Topeka, KS 66612-1354

KDOC will review the complaint file, conduct further investigation if necessary, and issue a determination within 20 days from the date the complaint was filed.  If an appeal of the determination is not requested, the complaint is considered resolved and the complaint file should be documented accordingly. Any party dissatisfied with the Determination may request a hearing within 10 days of the date of the Determination. KDOC will schedule the hearing and forward the program complaint to the hearing officer for resolution KDOC will monitor the processing of the complaint.

· Step 4 – Hearing

The hearing officer will schedule a formal hearing and mail a written notice to the complainant, the respondent, and any other interested party at least seven days prior to the hearing.  The notice will include the date, time, and place of the hearing.  The hearing must be conducted within 45 days from the date the complaint was filed. Parties may present witnesses and documentary evidence, and question others who present evidence and witnesses. The complainant may request that records and documents be produced.  An attorney, or another designated representative, may represent the parties. All testimony will be taken under oath or affirmation. The hearing will be recorded either in writing or by audio tape.  The hearing officer's recommended resolution will include a summary of factual evidence presented during the hearing and the conclusions upon which the recommendation is based. 

· Step 5 - Final Decision


KDOC will review the recommendation of the hearing officer and issue a Final Decision within 60 days from the date the complaint was filed.  

· Data Collection

· Physical

· WIA Grievance and Complaint Form

· Complaint Form

· Complaint Log

· Electronic

· Complaint Log

WIA General Grievance and Complaint Monitoring

· Grievance and Complaint Report
· Federal, State, and Local On-Site Monitoring 
Attachment A – Local Area I Policies and Processes

Youth Program Development Policies and Processes:
Federal Policy

· WIA Section 117 (d), 117(h), 129 (a); 129(c)(1), 129(b)(2); 129(c)(4) and (5); 117(d)(3)(B), 20 CFR part 661, 20 CFR part 662; 121(b)(1)(B)(i); 664.400; 664.410;

State Policy

· KDOC – DOL Waiver #6 - This waiver extension would allow for the continued establishment of Eligible Youth Providers in rural locations thorough both a competitive and non competitive process depending on the availability of provider services

Local Policy

· The established Youth Council will make policy recommendations regarding the development of the LAI Youth Program.  Once the LWIB has considered policy recommendations a vote must be taken in order to adopt the policy.

· The LWIB requires that the Administrative Entity assign staff to work in conjunction with the Youth Council. 

· The WIA Youth program service providers will be procured through competitive bid process.  Contracts will be for a period of 1 year with a renewable clause for one additional year. 

· Due to the large rural geographic area, the LAI LWIB will utilize the KDOC Waiver #6. 

· Local/regional WIA youth services identification (asset/resource mapping of providers/services)  and the local delivery plan for the 10 required service elements, as applicable should be included in RFP and subsequent youth service provider contracts. In addition, all providers of 10 program elements must complete an MOU with the LWIB which identifies the service/element, city/county/region where services are delivered, and youth population to serve. Contractor must provide MOU for each program element.  The agencies entering into the MOU must identify the service, specifications and cost of each service.  In addition, each agency must provide documentation that all applicable staff is covered under a fidelity bond as well as a Kansas Bureau of Investigation and a Child Abuse and Neglect Central Registry background check completed. If an agency is not available an individual may enter into a MOU with the following additions; resume, list of references, Kansas Bureau of Investigation and Child Abuse and Neglect Central Registry background check. 

· All youth participants, services, and referrals must be entered into the Kansas Service Link system for tracking purposes.

Youth Program Development Processes:

· The LAI Youth Council holds in-person meetings and/or teleconference meetings once a quarter.

· Youth Council Staff acts as a liaison between the Youth Council and the Youth Service Providers.  

· Members of the youth council will participate in the development of and scoring of all youth service provider RFPs.  

· The Youth Council and LWIB Administrative Office will review participant, services, and referral data on a quarterly basis to ensure provision of services and referrals is in compliance with all policies and processes.

· Contract and budget negotiations will include youth council members. 

· Data Collection

· Physical

· RFP

· Youth Council Minutes

· LWIB Minutes

· Youth Contracts

· Electronic

· KSL New Registrant Report

· Youth Performance Measures 

· KSL Program Element Report

· KSL Obligation Report

Youth Program Development Monitoring:
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Services and Fiscal Link reports
Youth Eligibility Policies and Processes

Federal Policy

· WIA Section 101(13); 101(25); 664.200;  664.220; 664.310; 129(a), TEGL-05-03

State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual – Policy 300-14-01

Local Policy 

· If not approved, the eligibility assessment and income test worksheet is not valid after 45 days.      
· Sixth Youth Eligibility Criterion Definition

· Local Area I defines an individual who requires additional assistance to complete an educational program as a youth who meets one or more of the following criteria:

· Previously dropped out of an educational program

· Has poor attendance patterns in an educational program during the last twelve (12) calendar months

· Has below average grades

· Local Area I defines an individual who requires additional assistance to secure and hold employment as a youth who meets one or more of the following criteria:

· Has no vocational/educational goal

· Has a poor work history (including on work history)

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

· Acceptable Documentation for Sixth Youth Criterion is:

· School records/verification

· Documentation of previous employment

· Verification from employer

· Deficient in Basic Literacy Skills Definition:

“Deficient in basic literacy skills” is defined as “an individual who computes or solves problems, reads writes or speaks English at or below grade 8.9.” Any assessment instrument used to determine an individual’s basic literacy skills must be generally accepted and must provide results in (or can be converted to) a grade/year and grade/month format. For those individuals where recent assessment scores are not available, the KCS will be utilized to determine basic literacy skill levels.

· All Local Area I case management providers will have the discretion to authorize the enrollment of participants into the youth program.  Each provider must designate the responsibility of reviewing eligibility and enrollments to a supervisor.  Supervisors will be responsible for ensuring that all Federal, State and Local laws, regulations, policies and processes are adhered to.  In addition, LAI performance needs to be addressed by the supervisor when determining if a client should be enrolled.
· Prior to approving the eligibility assessment and applicable documentation to enrollment policies and processes must be adhered.  
· No person shall be denied program eligibility or participation, employment, excluded from benefits, or suffers discrimination under this Agreement because of race, color, religion, sex, national origin, age, disability, political affiliation or belief.  Furthermore, Local Area I One-Stop marketing initiatives must include targeted outreach to all protected classes.
· In the event that funds are limited, those participants who are veterans will be given priority of service over a non-veteran. 

· Data Validation 

· All eligible applicant data is to be validated at the time of enrollment/registration.  
· Quarterly reviews will be conducted on-site with a random selection of client files.     
· Data Verification 

· America’s Job Link Alliance will conduct and forward data verification scans to the LWIB Administrative Office once a quarter to identify errors in entry.  Data will be sent to the providers for resolution

· Data Security

· All persons who have access to client information must sign confidentiality agreements.

· Only authorized personnel have access to the client records both electronic and physical.

· Electronic data is protected through the use of the KSL and KFL system.

· Physical data is protected in the following manner:

· Physical files are secured at all times.

· Only authorized personnel have access to the files.

· See Local Area I Fiscal Policies and Processes for additional internal controls.

Youth Eligibility Processes: The process of gathering and analyzing data related to eligibility criteria to determine whether an applicant meets the criteria that would allow him or her opportunity to participate in the program.  Review and verification activities include an examination of the information required to determine an individual's eligibility to participate in available programs.  The examination includes checks with other information sources as appropriate to ensure accuracy.

· Once the paperwork is complete the case manager sends the paperwork to the entities designee for approval and verification of eligibility.  
· Equal Opportunity and Affirmative Action Processes:
· Participants are verbally apprised of their rights and their Case Manager  explains the complaint and grievance procedure to them when the eligibility assessment is completed. The complaint and grievance procedure appears in written format.
· Each participant file is reviewed upon eligibility determination to assure that required documentation is present. Proof of sex, race, citizenship, disability, social rehabilitation service status, and/or other targeted barriers defined in the Act are included in the file as appropriate.
· Any person who believes that he or she has been discriminated against in violation of the prohibition of discrimination as expressed herein is encouraged to seek just and proper redress by contracting the Equal Opportunity Officer or the KDOC Equal Opportunity Director. All management personnel shall actively recruit and provide career development programs to ensure equitable representation of minority, female and disabled persons in all job categories. 
· Upon receipt of the eligibility assessment and supporting documentation the entities designee will:

· Date stamp the form;

· Perform Objective Review;

· If eligibility assessment is not complete or documentation is missing, the designee will request the corrections or additional information from the case manager;

· If complete, the designee will notify the case manager of approval status via e-mail.

· Approval is entered into the KSL.

· Client file is sent to the LWIB Administrative Office. 

· Data validation process:

· Once the data has been entered into the KSL, the designee will send a message to the CM for verification of demographics.

· The case manager reviews their physical file to validate the information is correct.

· If errors are found in either the electronic database or physical files, changes are made and confirmed to be correct. 

· Data Collection:

· Electronic:

· Youth Eligibility Form on Kansas Service Link 

· Physical

· Youth Assessment Form with documentation

· Data Collection:

· Electronic:

· Youth Eligibility Form 

· Physical

· Youth Eligibility Assessment Form with documentation

Youth Eligibility Monitoring:

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Foreign Labor Certification Program Policies and Processes

Federal Policy:

· Section 212(a) (14) of the Immigration and Nationality Act, as amended in 1990; Statutory Regulations of Title 20 of the CFR, Part 656; and the Department of Commerce Labor Certification Home Page.

State Policy:

· Kansas Department of Commerce Business Development Policy and Procedures Manual – 2-02-00

Local Policy

· All Local Area I One-Stop Partners will strictly adhere to all Federal and State Policies and Processes regarding Foreign Labor Certification

Foreign Labor Certification Monitoring

· LWIB One-Stop Monitoring – Quarterly

Youth Enrollment Policies and Processes:

Federal Policy

· WIA Section 101(13); 101(25); 664.200;  664.220; 664.310; 129(a), TEGL 7-99

State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual 3-14-01, 3-11-02 and 3-19-02

· All Youth who receive WIA Title I services beyond eligibility determination will be included in the performance accountability system. 
Local Policy 

· An Interest Survey must be completed prior to enrollment.

· Individual Service Strategy must include identification of:

· Academic History

· Work History

· Barriers

· Academic and Occupational Goals

· Program elements plan and explanation

· Goals set and plan to achieve.

· All Local Area I case management providers will have the discretion to authorize the enrollment of participants into the adult and dislocated worker program.  Each provider must designate the responsibility of reviewing eligibility and enrollments to a supervisor.  Supervisors will be responsible for ensuring that all Federal, State and Local laws, regulations, policies and processes are adhered to.   In addition, LAI performance must be addressed by the supervisor when determining if a client should be enrolled.
· If WIA Participant requires additional services that were not illustrated in the original individual service strategy, the case manager must submit an addendum to the employment along with all applicable documentation, justification, and budget. 

· All potential Title IB participants must receive and sign the Complaint Procedures and Complainant’s Rights Form 
· Provision of services and referrals must be documented in the Kansas Service Link database system. 
· All enrollments must include a copy of the school’s confidentiality release.  

· Youth 18 or older should be co-enrolled in the adult program if the client meets the adult eligibility criteria.

· In the case of a second enrollment, the case manager must address the previous enrollment in the IEP, providing an explanation of the circumstances surrounding the previous enrollment.  

· Local Area I encourages co-enrollment of youth participants in the Adult Program those who are basic skills deficient or whom have not obtained a high school diploma or equivalent.  In addition, the primary goal of an appropriate adult co-enrollment would be full-time unsubsidized employment. 
· All potential Title IB participants must receive and sign the Complaint Procedures and Complainant’s Rights Form.  A signed copy is then given to the client as well as included in the initial enrollment packet. Youth under 18 must have a parent or guardian sign. 
· Clients who have participated in the program previously will be considered for enrollment if the following conditions have been met:

· Eligibility has been re-established;

· Upon exit the client’s performance was positive or upon exit the client was exited for reasons of which their performance was exempt. Any other circumstances surrounding the pervious enrollment will be considered by the LWIB Administrative Office.   

Youth Enrollment Processes

· Once the AAO has verified/approved eligibility, the service AAO may approve the enrollment.  If WIA funds are required to support the enrollment the budget is sent to the AAO to approve and enter into KFL. All client documentation and budgets are then sent to the LWIB Administrative Office.  
· Upon receipt of enrollment and budget requests,  the AAO will:

· Date stamp the form;

· Review the enrollment and budget request;

· If the enrollment and/or  budget request does not meet LAI enrollment process, funding limits, performance expectations or if the request is determined to be disallowable, the AAO will request the corrections or additional information from the case manager;

· AAO reviews KSL services section;

· If services are not entered correctly, the AAO will notify the case manager.

· Once approved the AAO will notify the case manager of approval status.
· Budget is entered into KFL.
· Documentation is sent to the LWIB Administrative Office.
· Upon receipt of a request for additional services and/or plan addendum the AAO will:
· Date stamp the form;

· Review services and budget request;

· If the budget request does not meet LAI funding limits or if the request is determined to be disallowable, the AAO will request the corrections or additional information from the case manager;

· If complete, the AAO will notify the case manager of approval status.

· The AAO will review KSL to ensure the change in services has been entered into KSL and apply additional budgeted funds if necessary.

· Documentation is sent to the LWIB Administrative Office. 

· Data Collection
· Electronic:
· KSL Program and Enrollment Details 
· KFL Budget
· Physical :
· Youth Enrollment Form
· Complaint Procedure 

· Information Disclosure Form

· Budget forms

· Individual Service Strategy with documentation including demand occupation information.
· See LA I policies for detail requirements.
Enrollment Monitoring:

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link  and Kansas Service Link reports
Youth Goal Setting Policies and Processes:

Federal Policy 

· TEGL 7-99

State Policy 

None

Local Policy 

· The Youth Progress Report or Individual Service Strategy must be used to document Goal Attainment.

· Additional Documentation for skill attainment may include:

· Work Experience Timesheets

· Work Experience Final Evaluation

· Credential or completion certificate

· Post-Assessment Scores

· If utilizing a work experience to attain an Occupational Skills Goal and/or Work Readiness Goal, the Work Experience Final Evaluation must be used to document attainment of the goal.

· Service Provider is responsible for monitoring and entering KSL to ensure correct data is entered into the system.

· If setting an additional goal the case manager must provide an addendum with explanation and plan to achieve to the AAO for approval.  

· The LWIB Administrative Office must monitor skill attainment within allotted time period and provide a quarterly status report.

· The LWIB Administrative Office must approve all requests to place clients in a Hold Status.

Youth Goal Setting Processes

· See Enrollment Processes
· Data Collection
· Electronic:
· Youth Goal Attainment KSL Report
· Physical:
· Individual Service Strategy
· Youth Progress Report

· Youth Hold Status Request Form

· Timesheet

· Work Experience Final Evaluation

Youth Goal Setting Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Youth Services Policies and Processes

Federal Policy

· WIA Section 129 (a); 129(c)(1), 129(b)(2);  129 (c)(2)(C), 129(c)(4) and (5), 134 (d)(4), 134 (d)(4)(B), 134 (d)(4)(D), 134 (d)(4)(E), 134 (d)(4)(F), 134 (d)(4)(G), 663 (d)
State Policy

· Employment &Training Policy and Procedure Manual Policy No. and 300-02-00. 

Local Policy

· Local Area I Property Management requires that all participants sign a participation agreement that states the following:
· “I understand that any tools, books, uniforms, or other materials purchased by the Local Area I LWIB may become the property of the LWIB.  If I discontinue training or am otherwise terminated before successful completion, I agree to return to my representative, no later than seven days after ending sponsored training, all items or materials purchased.  I further understand that all such items or materials shall become my own personal property upon successful completion of my training program.”
· Local Area I will recover any item(s) that value $5,000 or more.  

· The Case Manager  enrolling the individual agrees to case manage the individual as a participant in WIA Title IB services, ensure that the experience is a positive one for the participant, facilitate the eventual placement into unsubsidized employment that meets or exceeds Local Area I performance standards, and provide follow-up services.  

· Provision of services and referrals must be documented in the Kansas Service Link database system. 
· All exceptions to LAI spending limits must be submitted to the LWIB Administrative Office for approval prior to the start of the service being requested.  The designee must provide ample documentation and justification for the exception. 
· General Work Experience Policies:
· All work experience participants will be paid minimum wage for a maximum of 3 months.  No one client can participate in more than two work experiences. 

· If worksite accident or injury occurs, the case manager must notify the LWIB Administrative Office immediately.  An accident report must be submitted to the Workman’s Compensation Insurance Company within 10 days.  

· Nepotism

· No individual may be placed in a WIA employment activity if a member of that person’s immediate family is directly supervised by or directly supervises that individual.

· To the extent that an applicable State or local legal requirement regarding nepotism is more restrictive than this provision, such State or local requirements must be followed.

· The Case Manager must remain in contact with the participant and employer to ensure participant’s performance as well as address issues that may arise during the work experience.

· An Individual Service Strategy must be completed which includes explanation of plan and goals.  The plan must be approved by the AAO prior to the start of the work experience.

· If a work experience is utilized to attain an occupational skills goal, a detailed explanation of the skills that will be developed must be provided within the Individual Service Strategy.
· Once the Work Experience is completed the Final Worksite Evaluation must be completed by the worksite supervisor and reviewed with the participant.  Once this has occurred the Final Worksite Evaluation must be submitted in order to document attainment of work readiness and/or occupational skills goals.  The participant must score average or above average on the final worksite evaluation in order to report successful skill attainment or show marked improvement from the beginning of the Work Experience.
· The employing agency/worksite agrees to:

· Assume supervisory responsibility for each enrollee while he/she is on the worksite; assuming a substitute supervisor will be available for times the regular supervisor is absent.

· Be aware that all immediate worksite supervisors will receive orientation as to their duties and responsibilities to the program and participants; the orientation to be provided by Local Area 1.
· Provide training that is necessary for the Participant to be placed in a training-related occupation.
· Provide a sate and healthy environment and to the provisions of child labor laws.
· Comply with all applicable laws, ordinances, codes of State, Federal, and local government as well as any special provisions pertaining to the WIA regulations; to be monitored by State, Federal, and Local Area Representatives.
· Be responsible for keeping accurate time sheets and attendance of each participant under your supervision and timely transmittal of time sheets to the WIA Case Manager, fully understanding that non-worked hours or recreational activities are not to be reported for payment to the participant.  Holiday pay is not provided. 
· Assure that sufficient work will be available to occupy all participants during working hours; wages to be paid by WIA.
· Be informed that if Local Area 1’s contract is terminated and/or funds for the program are not available, Local Area 1 shall thereupon have the authority to terminate any or all positions with the employing agent by serving written notice of the action and specifying the effective date thereof.
· Local Area 1 agrees to:
· Monitor for proper supervision.
· Provide worksite supervisor orientation and information concerning Child Labor Laws.
· Provide participant orientation.
· Pay participants minimum wage will on worksite according to time sheet.
· Maintain workman’s compensation for all participants in work experience.
· Adhere to all Wage and Hour regulations.
· Required Work Experience documentation:

· Worksite Agreement

· Worksite Safety Agreement

· Contractual Provision and Attachment

· I-9 with documentation

· W-4

· Budget

· Individual Services Strategy

· Occupational Skills Training Policies:
· An Individual Service Strategy must be completed which includes explanation of plan and goals.  The plan must be approved prior to the start of training.

· Maximum reimbursement to the training/services provider is $3,000 per participant for tuition, fees, books and supplies.

· A training agreement with the training institution and General Contract with Provisions attached must be completed prior to the start of the training.  This training agreement must specifically illustrate the training needs of the participant.  Training Provider must bill the LWIB Administrative Office once the approved Training Agreement has been returned to the Training Provider.

· A training agreement must be completed in order to verify enrollment in training. If the client has chosen to attend CDL Training, the client’s Motor Vehicle Record (MVR) must be provided. 

· All requests for independent study, on-line course, or open-entry/open-exit courses must include a plan for the case manager and school to track participation and progress.
· Local Area I will purchase no more than 2 uniforms and 1 pair of shoes (maximum amount for shoes is $60) for courses that require this of their students.  If participant must obtain these items or any other tools from a vendor other than the training institution the budgets must be submitted specifying the vendor.  In addition, the vendor needs to be made aware that payment will not be rendered until a receipt or invoice has been submitted to the LWIB Administrative Office.
· Required Occupational Skills Training Documentation:
· Training Agreement

· Contractual Provision and Attachments

· Budget

· Individual Service Strategy

· Labor Market Statistics

· Training Institution Confidentiality Release

· Classroom Schedule

· Other Services:
· All other services must be described in detail in the Individual Service Strategy.
· Approval must be given prior to providing youth services which require the use of WIA Title 1B funds

· Service provider is responsible for obtaining MOUs with all vendors. 
· All Services must be entered into KSL.
Youth Services Processes

· Complete individual service strategy which addresses all policy specifications and includes plans for services, outcomes and goal specifications.  AAO will review and approve enrollment and budget according to LAI Spending Limits (See Attachment B)  
· General Youth Service Request: Upon receipt of a request for services the AAO will:
· Date stamp the form;

· Perform Objective;

· If request for additional services is not complete at either review stage, the AAO will request the corrections or additional information from the case manager;

· If complete, the AAO will notify the case manager of approval status through the email;

· Client’s enrollment is approved through KSL and the budget entered.

· All paperwork is sent to the LWIB Administrative Office.

· Work Experience Processes:
· Case manager completes the work site agreement along with all other required forms and submits to AAO for approval. 

· Case manager provides the work site supervisor with a copy of the Child Labor Laws as well as copies of the timesheets and pay schedules.

· AAO approves budget request and if correct enters the budget into KFL.

· All documentation is sent to the LWIB Administrative office. 

· The case manager remains in contact with participant and work site supervisor, documentation of contacts are entered into Kansas Service Link.

· Once the Work Experience is completed the worksite supervisor completes the Work Experience Final Evaluation and returns to the case manager.  The case manager then reviews the evaluation with the participant and submits with the Progress Report.

· LWIB Administrative Office General Youth Services Processes is followed. 

· Occupational Skills Training Process: Upon receipt of request for training the AAO will:

· Date stamp the form;

· Review the Training Agreement;

· If the Training Agreement is not complete, the AAO will request the corrections or additional information from the case manager through email. The training agreement may be returned to the Training Provider to correct or complete;

· If complete, the customer’s file will be reviewed for Training Program Approval and budget information;
· If training program is not approved, the AAO will notify the case manager through the email as well as the Training Provider;
· If the training program is approved the tuition is verified and the training agreement is approved and signed;  
· Copy of approved Training Agreement is sent to the Training Provider and Case Manager is notified through the email.  The Training Agreement is placed in the participant’s file.
· Once the training has been completed the case manager submits the completion and/or credential information along with the Progress Report in order to report Skill Attainment.
· Once the Training Provider has received the copy of the Training Agreement, a bill will be sent to the LWIB Administrative Office.
· Upon receipt of the bill for tuition the LWIB Administrative Office will:
· Date stamp the bill;
· Verify participant’s budget;
· Enter payment into KFL;
· According to the pay schedule and draw down schedule, the LWIB Administrative Office will generate a voucher which is sent electronically to the LAI paymaster;
· Paymaster completes the drawdown and cuts checks;

· Checks are mailed when Pass Through documentation is received and amounts reconciled by the paymaster; 

· All drawdown and pass through documentation is sent to the LWIB Administrative Office immediately.

· LWIB Administrative Office Reconciles voucher with drawdown documentation;
· A copy of the invoice is marked as paid and placed in the client’s file as well as the drawdown report binder;

· Data Collection:

· Electronic
· Budget Form
· Physical
· Individual Service Strategy
· Budget Form
· Training Agreement
· General Contract Provisions with attachments
· W-4
· I-9
· Progress Report
· Work Site Agreement
· Work Site Safety Agreement
Youth Services Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Work Experience Time Sheet Policies and Processes:

Local Policy

· Each Title 1B participant who is placed in a work experience must submit a time sheet according to the pay schedule.  The time sheet must be signed by the participant and work site supervisor. The time sheet must also provide feedback regarding the performance of the participant.

· The time sheet must be submitted to the LWIB Administrative Office prior to checks being sent out. Faxes are acceptable.

· The LWIB Administrative Entity and service providers will adhere to all State and Federal Wage and Hour Regulations.  (www.dol.gov/esa/whd)

Work Experience Time Sheet Processes:

· The Title 1B case manager when establishing the work site supplies the employer with a pay schedule and copies of the time sheet.  The case manager also explains to the employer and participant the following process to ensure that the participant receive their pay checks on time. 

· According the pay schedule, the employer and participant completes the timesheet which includes employer feedback and signatures.

· The employer then mails/faxes the timesheet to the LWIB Administrative Office.

· Once the LWIB Administrative Office has the timesheet, they are to review for accuracy and participant’s performance.  

· If performance evaluation identifies concerns, the LWIB Administrative Office will notify the case manager, the case manager then contacts the participant and employer to assist in resolving issues.  This service is then documented in Kansas Service Link and a brief report is sent to the LWIB Administrative Office. 

· Once the LWIB Administrative Office receives the time sheets the payment will be entered into KFL.

· Once all timesheets are entered a voucher will be generated and sent electronically to the paymaster; 

· Once the paymaster has verified/reconciled that the appropriate amount of funds has been transferred a check will be sent to the participant.

· Upon receipt of Participant’s Work Experience Time Sheet the LWIB Administrative Office will:

· Date stamp the receipt of the time sheet;

· Check Timesheets for Accuracy (dates, addition, signatures, supervisor performance evaluation, etc.;

· If the time sheet is not complete or accurate, the LWIB Administrative Office will return the time sheet to the case manager for correction. 

· The LWIB Administrative Office will document exceptions through email.

· If the time sheet is correct, the LWIB Administrative Office will verify the participant’s budget;

· LWIB Administrative Office enters payment into KFL;

· According to the pay schedule, a voucher is generated and electronically transferred to the paymaster;

· Paymaster completes the drawdown and cuts checks;

· Checks are mailed when Pass Through documentation is received and amounts reconciled by the paymaster; 

· All drawdown and pass through documentation is sent to the LWIB Administrative Office immediately.

· LWIB Administrative Office Reconciles voucher with drawdown documentation;
· LWIB Administrative Office indicates the date vouchered on the timesheets, copies and places in the client’s file as well as the drawdown report binder;

· Data Collection:
· Electronic:

· KFL Reports

· Physical:

· Timesheet

· Budget

Youth Supportive Services Policies and Processes:

Supportive services include the following: transportation assistance, child care, needs-related payments, and emergency assistance payments.  
Federal Policy
· WIA Section 663.134 (d),663.134 (e) (2) (A) and (B),661.290, 134(d) (2) (H), 

State Policy

None

Local Policy

· Youth who fall below the LAI Self-Sufficiency Guidelines (125% of the Poverty Guidelines) will be eligible for childcare and basic allowance.  The participant’s entire family income will be considered.  However, they may be eligible for emergency payment and transportation which, if not addressed would prevent the participant from successfully completing the WIA service plan. Financial assessments may also be used to determine level of supportive services.

· All exceptions to LAI spending limits must be submitted to the LWIB Administrative Office for approval prior to the start of the service being requested.  The designee must provide ample documentation and justification for the exception. 
· Timesheets will be used to track the attendance of each client.  If the time sheet indicates that the participant is not attending school regularly all supportive services will be suspended and the case manager  will be notified.  The case managers are then required to follow-up with the participant and submit a report to the LWIB Administrative Office.  Once attendance has improved and verified supportive services may resume.  If the participant is struggling the case manager will be required to intervene and provide additional services to assist the client.

· Dislocated workers are eligible to receive supportive services after UI benefits have been exhausted.  The amount dislocated workers receive in basic allowance can not exceed their UI benefit amount.  Family income and financial status will not be evaluated due to the income lose from the lay-off.  In order to be eligible to receive basic allowance the Dislocated Worker must be enrolled in the WIA Title IB program within 13 weeks of the lay-off date. 

· Supportive services are paid bi-weekly.

· When requesting supportive services, an ITA must be submitted to verify enrollment and financial aid.

· Once approved, a Client Services Approval Form signed by the participant and case manager must be submitted to the LWIB Administrative Office prior to the first payment of supportive services. 
· Classroom Training Breaks – Childcare and Needs Related Payments will not stop during a regularly scheduled school break, if client is attending regularly otherwise.  Breaks include but are not limited to, Thanksgiving, Christmas, and Spring Break regardless of length of time.  These allowances will cease if the break is more than 30 days.  

· Supportive Service Levels

· Transportation - A weekly mileage reimbursement of $30  for every 100 miles traveled.  The case manager  must document the amount of miles that the participate will traveling to participate in  training services.(Maximum 400 Miles). Customers traveling 99 miles per week but not over 100 miles may qualify for $15 transportation allowance. 
· Required documentation

· Map signifying the number of miles traveled to training from participant’s home.

· Classroom Schedule

· Budget

· Childcare - A weekly child care allowance of $40.00 per child per week with a maximum of $120.00 per week.

· Childcare Eligibility Requirements 

· Must attend school on a regular basis

· 125% of the poverty guidelines (income test sheets must be supplied if not included with enrollment.

· The following documents and/or information must be provided for review by the LWIB Administrative Office:

· number of members in household

· number of children requiring care

· the children’s ages

· the children’s names

· the childcare provider’s name and address

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

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

· class schedule

· Local Area I will not reimburse family members for childcare. 

· Once approved childcare has been approved the Approved Client Service Level form is completed and forwarded to the LWIB Administrative Office.

· Bi-monthly timesheets must be submitted in order to receive payment of childcare allowance.

· Needs Related Payments/Basic Allowance - Clients will receive payments not to exceed $100.00 per week (NOTE – If dislocated worker receives a benefit less than $100 per week, the basic allowance amount must be adapted). Participant is not eligible for needs-related payments if currently receiving cash assistance through SRS. 
· The participant must attend school on a regular basis and maintain full-time status.  If the client attends classes 10 hours or more on an irregular basis do to the nature of the training course schedule, the client may be eligible to receive supportive services.  The client will be required to submit a timesheet for the weeks that they attend 10 hours or more.  Class schedule is required.

· Required Documentation

· Financial Assessment

· Classroom Schedule

· Budget

· Emergency Support Payments - Emergency support payments (not to exceed $500.00) may be paid to a participant to cover a specific extraordinary situation or need. 

· Local Area I will continue to approval all ER Payments.

· Clients who are participating intensive and training services may be eligible for Emergency Support payments; however, an employment plan must be in place.  LAI will not enroll someone only to provide the ER support. 

· Every effort must be exhausted to find alternative sources to address the situation or need prior to submitting requests for emergency support payments. 

· LAI will not reimburse the client unless ample justification can be provided; all payments will go directly to the vendor.  

· If the client is requesting payment of a regularly scheduled bill (i.e. rent), they must demonstrate their ability to pay the expense the following month and beyond. 

· The case manager and participant must submit a formal written request to receive an emergency support payment along with a bill or estimate along with a budget.  

· To access funds for car repairs, tires, clothing, etc. at least two estimates must be submitted with request. Emergency support payments may include:

· Car repairs

· Tires

· Car Insurance

· Health Care Costs

· Clothing

· Utilities

· Shelter/rent

· Drug abuse counseling

· Required Documentation

· Case manager and participant formal written request justify the need. 

· Bill or estimate along with a budget.  

· To access funds for car repairs, tires, clothing, etc. at least two estimates must be submitted with request.

Supportive Services Processes:

· Income test sheets and required documentation are submitted for all childcare and basic allowance requests.

· If requesting child-care, transportation, and/or basic allowance, submit a budget along with all required documentation including ITA and Employment Plan must be submitted.

· If requesting emergency assistance payments, submit required documentation along with a budget. 

· Upon receipt of supportive service (other than ER Payments) request the AAO will:

· Date stamp the form;

· Review budget with documentation;

· If request for Supportive Service is not complete stage, the AAO will request the corrections or additional information from the case manager;

· If complete, the AAO will notify the case manager of approval status and enter the budget into KFL. Once approved, the client services approval form is submitted prior to disbursement of first supportive service payment.

· Upon receipt of Participant’s Classroom Training Time Sheet the LWIB Administrative Office will:

· Date stamp the receipt of the time sheet;

· Check Timesheets for Accuracy (dates, addition, signatures, supervisor performance evaluation, etc.;

· If the time sheet is not complete or accurate, the LWIB Administrative Office will return the time sheet to the case manager for correction.  The LWIB Administrative Office will document exceptions through email.

· If the time sheet is correct, the LWIB Administrative Office will verify the participant’s budget;

· LWIB Administrative Office enters payment into KFL;

· According to the pay schedule, a voucher is generated and electronically transferred to the paymaster;

· Paymaster completes the drawdown and cuts checks;

· Checks are mailed when Pass Through documentation is received and amounts reconciled by the paymaster; 

· All drawdown and pass through documentation is sent to the LWIB Administrative Office immediately.

· LWIB Administrative Office  Reconciles voucher with drawdown documentation;
· LWIB Administrative Office  indicates the date vouchered on the timesheets, copies and places in the client’s file as well as the drawdown report binder;

· Upon receipt of an ER Payment request the LWIB Administrative Office  will; Date stamp the form;

· Review budget with documentation;

· If request for ER Payment is not complete stage, the LWIB Administrative Office will request the corrections or additional information from the case manager;

· If complete, the LWIB Administrative Office will notify the case manager of approval status and enter the budget into KFL. Once approved, the payment process will take place. 

· Date Collection

· Electronic

· Budget Form

· Physical

· Budget form

· ITA 

· Employment Plan

· Supportive Service Review

Supportive Services Monitoring:

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports
Exit Policies and Processes

Federal Policy

· WIA Section 136 and 20 CFR Part 666, TEGL 7-99, TEGL 17-05 – Common Measures
State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual 3-14-01, 3-11-02 and 3-19-02

Local Policy

· All services must be entered in the WIA program details section of KSL.

· If participant was Basic Skills Deficient at time of enrollment, a post-assessment must be used to document attainment of Basic Skills Goal and attached with exit form.  

· At minimum a client should be contacted once a month while they are participating in the program.  All contacts will be documented in case notes on a monthly basis.  At minimum a client should be contacted once a month while they are participating in the program.  The LWIB Administrative Office  is responsible for ensuring that consistent contact is maintained. 

· The individual case managing entities are responsible for monitoring soft exits to ensure clients who require continued services do not soft exit. The LWIB Administrative Office may request copies of the Activity Report at anytime and will review them during on-site file reviews.  

· Estimated end dates will be determined based on planned service end dates and/or the last date of service. The last date of service will be used to prevent soft exits from occurring.  

· Exit must be documented in the Kansas Service Link database system.

· Participant’s contact information must be verified at time of exit in order to successfully complete the customer satisfaction survey.  An alternate contact number must be obtained at exit. 

· A client will not be exited until they have been successfully placed for a minimum of 30 days after placement and a copy of their credential (if applicable) has been received.   The case manager must provide follow-up services until the client is relatively secure in their position. 

· If placement into unsubsidized placement is the primary goal, a Placement Plan will be submitted to the AAO prior to completion of the plans identified in the ISS.  The placement plan will identify the services that the participant will receive in assisting them to find gainful employment.  Those services can be provided by a One-Stop partner.  Estimated end dates do not need to be changed unless the client requires additional WIA-funded services.  The activity report submitted monthly will be used to adjust the soft exit date.  

· If the participant requires additional services, past the “estimated end date” set at time of enrollment, the case manager  must submit an addendum to the employment plan which justifies the additional services and sets a new end date.  In addition, the new estimated end date or service must be entered into KSL.

· If the client is in need of additional services an addendum to the employment plan and budget if applicable must submitted to the LWIB Administrative Office for approval.  

· If a goal has been obtained and not reported or documented, the documentation must be supplied at the time of exit.

Youth Exit Processes

· Case Manager completes exit form, closes all services in KSL and completes a de-obligation budget (if applicable).  Case Manager Supervisor reviews the exit form and enters data into KSL.  Submit the completed exit form with supplemental employment information and a copy of the credential (if applicable) attached. 

· Attach copy of Kansas Service Link data base screenshot confirming entries have been made.

· Upon receipt of the Exit Form the LWIB Administrative Office will:

· Date stamp the form;

· Review the form and KSL entries;

· If the exit or date entry is not complete, the LWIB Administrative Office will request the corrections or additional information from the case manager and may request an extension of the estimated end date;

· If complete, the LWIB Administrative Office will notify the case manager of approval status.

· Follow-up is scheduled. 

· Data Collection:

· Electronic

· Exit Report 

· Adult and Dislocated Worker Credential and Employment Report

· Physical

· Exit Form with Documentation

· Activity Report

· Placement Report 

Exit Monitoring:

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports
Youth Follow-up Policies and Processes:

Federal Policy 

· WIA Section 134 (d) (2); Regulation  Section 662.240 and 663.150

State Policy 

None

Local Policy 

· The LWIB Administrative Office requires a minimum of one follow-up service per quarter for a full year.
· All follow-up services must be entered into the Kansas Service Link database system for verification
· The LWIB Administrative Office reserves the right to require additional Follow-up services if it is deemed appropriate.

· Participant’s contact information must be verified at each phase of follow-up in order to successfully complete the customer satisfaction survey.  

· Follow-up reports will be due within the third month after exit; relative to the exit date.  Example:  Exit Date – 4/23/2004 1st F/U due in July, 2004. Second, Third, and Fourth quarter follow-up will emulate same process.  

· All follow-up should be rendered through personal contact (i.e. meeting, phone call, etc.)

· At exit, the LWIB Administrative Office must provide each case manager with the required time frame for follow-up.  

· AAOs will be responsible for entering performance data into KSL after each follow-up is completed.  In addition, AAO will monitor that all follow-ups are completed during the required time period.

Follow-up Processes

· Submit the completed follow-up forms within the allotted quarters following exit along with supplemental employment information and a copy of the credential (if applicable) attached if not already submitted.

· Attach copy of Kansas Service Link screenshot confirming entries have been made.

· Upon receipt of the Follow-up form the AAO will:

· Date stamp the form;

· Perform objective and subjective review;

· If the follow-up is not complete at either review stage, the AAO will request the corrections or additional information from the case manager;

· If complete, the AAO will notify the case manager of approval status.

· Customer information is entered into Title IB System 

· Additional follow-up is scheduled until the time requirement is fulfilled.

· Data Collection:

· Physical

· Follow-up Forms

Youth Follow-up Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
General Budget Policies and Processes:

Local Policy:

· All budget addendums must be approved by the AAO.

· Budgets for each service must be submitted to the provider when requesting a particular service for a participant.  These budgets must include the start and end date for the service being requested.

· Charges for services can not exceed the amount budgeted.

· If services are not rendered or partially rendered the case manager is responsible for notifying the AAO in order to de-obligate the funds.

· At Exit all budgeted funds that have not been utilized must be de-obligated.

· If case manager is seeking an exception to Local Area I policies, the request needs to illustrate the extenuating circumstances surrounding the request.

· Services being provided by different providers or on different dates must have separates budgets submitted.

General Budget Processes:
· General Budget Review Process is as follows:
· Date stamp the form;

· Perform Objective and Subjective Review;

· If the budget is not complete at either review stage, the provider will request the corrections or additional information from the case manager;

· If complete, the provider will notify the case manager of approval status.

· Customer budget is entered into Kansas Fiscal Link

· All documentation is sent to the LWIB Administrative Office

General Budget Monitoring:
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Youth Allocation Policies and Processes:
Federal Policy 

· WIA Section  127 (b)(1), 128 (b), 128 (b)(1), 128 (b)(2), 128 (b)(3)(B), 132 (b)(1) and (2), 133 (b)(2)(A)(i), 133 (b)(3)(B), 667.100, 127 (b), 133 (b),
State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual Policy 300-09-01 –  Funding Reallocation Policy
Local Policy 


· Local Area I will monitor allocations to ensure that 40% of Youth Allocations are used to serve Out-of-School Youth.

· Local Area I will allocate participant funds to each provider and monitor the obligations and expenditures in each provider in order to ensure that all funds are utilized in the allotted time frame. 

· The allocations will be used to provide services to participants and employers in each service delivery area.  

· Local Area I will monitor the obligations and expenditures in order to ensure that all funds are utilized in the allotted time frame. 

Youth Allocation Processes:

Federal Processes

· Individual State allocations are determined.

State Processes

· Local Area allocations are determined.
Local Processes

· Obligation and Expenditure Reports are generated and analyzed on a monthly basis.

· Reports are sent to LWIB Fiscal Committee on a monthly basis.

Youth Allocation Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Youth Performance Policies and Processes:

Federal Policy 

· WIA Section 136; TEGL 7-99; TEGL 8-99; TEGL 6-00; TEGL 14-00; 20 CFR part 666; 20 CFR 660.300; 666.120; 136 (g); 170; 667.300 (e); 667.800; 136 (c)(1); 118 (b)(3); 136 (c); 136 (h)(1)(B); 663.310; 128 (a); 133 (a)(1); 20 CFR 667.650(b);  

State Policy 

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual Policy – 300-17-01 and 100-02-00

Local Policy

· Each service provider must maintain their individual performance according to the Local Area 1 negotiated performance measures set forth by the WIA.

· The LWIB Administrative Office is responsible for monitoring . Service providers are responsible for monitoring their individual staff’s performance according to the above standards.

· The LWIB Administrative Office must provide technical assistance to Service Providers whose performance warrants assistance.

· Excellence in performance by Service Provider will be recognized. Only entities that exceed all applicable performance standards will be eligible to receive incentive awards.(see Attachment D – Local Area I Incentive Award Policy)

· If a service provider’s performance falls below acceptable limits a corrective action plan for improvement must be developed by the service provider and the LWIB Administrative Office.   

· The service provider will be responsible for submitting performance reports with each Quarterly Report. The performance report must identify the entity’s current status as well as any action being taken to improve performance

Youth Performance Processes

· LAI will utilize KSL as its performance tracking system.

· The LWIB Administrative Office will compile performance data as exits and follow-up reports are submitted by the service providers in order to track performance on a regular basis prior to the final reports being generated.  If performance issues are foreseen immediate corrective action will be implemented in order to proactively affect the end results. 

· If Local Area I falls below 80 percent of its negotiated performance level, a correction action report for each core indicator will be submitted to the State and Department of Labor.  The Correction Action Plan will conform to all State Corrective Action Policies.

· Service provider and case manager correction action plans will conform to all State Corrective Action Policies and will be submitted to the Youth Council for review.

· Data Collection

· Electronic

· KSL Performance Reporting

· LWIB Performance Report

Youth Performance Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Service and Fiscal Link reports
Customer Satisfaction Policies and Processes:

Federal Policy:


·    WIA Section 136, 20 CFR Part 666, TEGL 6-00

State Policy:

· Kansas Department of Commerce Business Development Policy and Procedure Manual Policy 300-17-01

Local Policy:

· Local Area I will work to establish additional customer satisfaction measurements.  
· Local Area I will allow the state to conduct statutory customer satisfaction surveys. 

· Employer services must be entered into KSL for tracking purposes. 
Customer Satisfaction Processes:

· Customer Satisfaction Processes will be developed as additional customer satisfaction measurements are developed. 

· Data Collection
· Electronic

· Participant Satisfaction Survey Form

· Employer Satisfaction Survey Form
· Employer Table in One-Stop Tracking Database
· Physical
· Exit Form
· Employer Services Form
Customer Satisfaction Monitoring:
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports

Title IB Case Management Policies and Processes:

Federal Policy:

· WIA Section 121 (b) (1) (A), 134 (d) (1) (B), 121 (c), 121 (b) (1) (B), 117 (b) (2) (A) (vi), WIA Section 662.220, 662.240, 20 CFR 663.100(b) (1), 134 (c), 29CFR Part 37.37 – 37.41 and Part 37.53 

State Policy:

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual 100-04-00
Local Policy:

· LAI will competitively procure all case management services.  

· All case managing partners must follow all Federal, State and Local Regulations, Policies and Processes.
· All Title 1B case managers must attend case management training and KSL training.  The contractor will conduct all training of case managers.  The supervisor training must be documented and presented to the LWIB Administrative Office for documentation. 

· All Title 1B case managers must attend any additional training deemed necessary by the LWIB Administrative Office.

· All Title IB case managers will complete the On-line Certification by December 31, 2007 or within 6 months of hire date. 

· All case managers will maintain the highest standard of confidentiality and professionalism when working with Title IB participants. All participant files will remain locked at all times and all original documents will be sent to the LWIB Administrative Office.
· See LAI Fiscal Policy and Process Manual
· Local Area I Conflict of Interest Policy:
· Avoid situations which give rise to a suggestion that any decision was influenced by prejudice, bias, special interest, or personal gain;

· Exercise due diligence to avoid situations which may give rise to an assertion that favorable treatment is being granted to friends, family, or associates; and

· Not solicit or accept any money or any other consideration from any person for the performance of an act reimbursed in whole or part with any public or private funds.

Title IB Case Management Processes:

· See LAI Fiscal Policy and Process Manual
· See LAI Program Policies and Processes
Title IB Case Management Monitoring:

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports

Monitoring Policies and Processes:

Federal Policy:

· WIA Section 118, 127, 132, 183, 184 and 188, 20 CFR Subpart D & E, 29 CFR part 95 & 97, 20 CFR 667.400, 667.410, 667.800, 667.510, and 667.500.

State Policy:

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual Policy1-02-01

Local Policy:

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

· It is intended that the information compiled as a result of said monitoring activities will serve as a functional management tool for maintaining the quality of programs for which the use of Workforce Investment Act funds are directed.  The monitors will strive to identify opportunities for improvement as well as best practices.

· To maintain oversight of the performance and the operations of its various programs under the Workforce Investment Act, LAI has assigned the monitoring responsibilities to its Administrative Entity.  In addition, LAI LWIB committees will conduct One-Stop and Fiscal monitoring reviews. 

· In performing the internal monitoring duties, the Administrative Entity and LWIB committees maintain complete objectivity and independence in completing the monitoring tasks.  

· The Administrative Entity is ultimately responsible for the following:

· Set up each quarterly monitoring meeting

· Explain subject matter to be monitored 

· Coordinate monitoring reports into one Final Report 

· Distribute report to Program Service Managers and Boards 

· Local Area I expects each contractor to conduct their own monitoring on a regular basis to ensure staff is adhering to the LAI standards and is in compliance.

· During all on-site program (adult, dislocated worker, and youth) monitoring reviews, the LWIB Administrative Staff will conduct interviews with current participants to gain input from the customers. The information gained from these interviews will be incorporated into the final monitoring report.  

· Each program year, the following activities of the WIA Program will be monitored on a quarterly basis using the schedule below as a guideline but may be revised:

· First Quarter (July – September)
 


LWIB/CEO/Youth Council Board Compliance


Service Provider Contracts


Eligibility Determination/Verification/File Review



· Second Quarter (Oct. – Dec.)

Worksite/Other Site Review

Youth Service Providers Program Review

Adult/Dislocated Program Review 

Customized Training Projects

Rapid Response

· Third Quarter  (Jan. – March)





One-Stop Delivery (One-Stop Committee)




Fiscal/Procurement/Program Costs

Grievance/EO







Eligibility Determination/Verification/File Review


Management Information System (Service Link)

· Fourth Quarter  April – June)




ITA System/Procedures


Performance Standards

· Upon the completion of the monitoring activities, the LWIB Administrative Staff summarizes the monitoring material and submits a final report to the corresponding LWIB committee. Once the committee has reviewed and commented on the Quarterly Monitoring Report that individual will approve/disapprove and return the report to the Administrative Office for distribution to the service provider.  After receiving the Monitoring Report the Administrative Entity will take the appropriate action as specified in the report concerning recommendations and/or corrective action.

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

· The Monitoring reports are presented to the corresponding LWIB/CEO Committee at each quarterly scheduled meeting.

· Data Collection:
· Electronic

· One-Stop Tracking

· Fiscal System

· Physical

· Physical client files

Youth Case Management Monitoring

· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal and Service Link reports
WIA Discrimination Complaint Policies and Processes

Federal Policy:

· WIA Section 188, 29 CFR 37.70-37.89

State Policy:

· Kansas Department of Commerce Business Development Policy and Procedure Manual - 1-03-00

Local Policy:

· All Local Area I LWIB members, One-Stop Partners, and Service Providers will adhere to all Federal and State policies and processes regarding Discrimination Complaints.
· All discrimination complaints will be referred to the LWIB Administrative Office immediately; the informal complaint process will not be used.
· Local Area I LWIB has designated the LAI Executive Director as the EO Representative for Local Area I. His contact information is as follows:
Robert Dalke

Local Area I Administrative Office.

1922 Main

Great Bend, KS 67530

Office Phone:  
620-792-7032

Alternate Phone:
620-617-7105

Fax:


620-792-5132

Local Area Discrimination Complaint Processes

Local Area Level

12. 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. 

13. 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 CRC Director.  If parties cannot reach an agreement under ADR, complainant may file a discrimination complaint with the CRC Director. 

14. The Local Area 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 CRC Director within 30 days of the notification. 

15. 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. 

16. The Local Area 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. 

17. The complainant will be notified of the right to file a complaint with the CRC if the Local Area 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. 

18. 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. 

19. 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 CRC Director.  This must be filed within 30 days of the date on which the Notice of Final Action is issued.

20. 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 EO Director for WIA programs. 

21. 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.  
22. 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. 

Civil Rights Center Level

5. The CRC Director will determine whether or not a complaint is to be accepted and will so inform the complainant and respondent in writing. 

6. If, at the conclusion of an investigation, there is reasonable cause to believe discrimination has occurred, an Initial Determination will be made that includes specific findings and determines if a written agreement is necessary.  The Initial Determination will also include any proposed corrective action and an offer to engage in voluntary compliance negotiations. 

7. If a no-cause determination is made, the complainant and respondent will be notified in writing.  Such determination represents final action by the CRC Director. 

8. If compliance cannot be secured through informal means, the CRC Director will proceed with other enforcement measures available. 

· Data Collection

· Physical

· WIA Discrimination Complaint Form

· Complaint Form

· Complaint Log

· Electronic

· Complaint Log

WIA Discrimination Complaint Monitoring

· Federal, State, and Local On-Site Monitoring
· Complaint Resolutions
WIA General Complaint Policies and Processes:
Federal Policy:

· WIA Section 667.505; 181 (c)(3)

State Policy:


· Kansas Department of Commerce Business Development Policy and Procedures Manual Policy No. 1-11-00
Local Policy: 

· Local Area I LWIB has designated the Executive Director as the EO Grievance/Complaint Officer for Local Area I. His contact information is as follows:
Robert Dalke

Local Area I Administrative Office

1922 Main

Great Bend, KS 67530

Office Phone:  
620-792-7032

Alternate Phone:
620-617-7105

Fax:


620-792-5132

· Local Area I has designated the LWIB attorney as the hearing officer.
· Local Area I services providers are responsible for attempting to informally resolve all general complaints brought forward by WIA Title IB Participants/Customers.  Each provider will establish the following informal complaint process:
· Complaint is reported to the direct supervisor, if the direct supervisor can not resolve the complaint the complaint is then forwarded to the program director.
· Complaints that can not be resolved by the program director must be forwarded to the LAI Complaint Officer for formal resolution.
· All complaints must be addressed and resolved within seven days of receiving the complaint.
· The service provider must make the LWIB Administrative Office aware of the complaint immediately upon acknowledgement of the complaint.  The following information must be forwarded to the LWIB Administrative Office:
· Participant/Customer Name
· Participant ID (if applicable)
· Contact Information
· Brief description of the complaint
· Name of person who received the complaint
· Date of the Complaint
· Plans to Address
· Resolution upon agreement of all parties  
· A complaint log is to be included within each Quarterly Program Report.  
· No person shall be denied program eligibility or participation, employment, excluded from benefits, or suffers discrimination under this Agreement because of race, color, religion, sex, national origin, age, disability, political affiliation or belief.  Furthermore, Local Area I One-Stop marketing initiatives must include targeted outreach to all protected classes.
· Copies of the Complaint Form will be placed in a general complaint master file.   
· All potential Title IB participants must receive and sign the Complaint Procedures and Complainant’s Rights Form (see enrollment policies and processes). Kansas Department of Commerce complaint brochure will be utilized in Local Area I.
· All OJT and Work Experience employers must receive a copy of the WIA Complaint Procedure and Complainant’s Rights Form. (see OJT and Work Experience Policies and Processes)
WIA General Complaint Processes:
· One-Stop partners, service providers, and Title IB case managers will give a copy of the Complaint Procedures and Complainant’s Rights Form to all potential One-Stop registrants.
· Equal Opportunity and Affirmative Action Processes:
· Participants are verbally apprised of their rights and their Case Manager  explains the complaint and grievance procedure to them when the eligibility assessment is completed. The complaint and grievance procedure appears in written format.
· Each participant file is reviewed upon eligibility determination to assure that required documentation is present. Proof of sex, race, citizenship, disability, social rehabilitation service status, and/or other targeted barriers defined in the Act are included in the file as appropriate.
· Any person who believes that he or she has been discriminated against in violation of the prohibition of discrimination as expressed herein is encouraged to seek just and proper redress by contracting the Equal Opportunity Officer or the KDOC Equal Opportunity Director. All management personnel shall actively recruit and provide career development programs to ensure equitable representation of minority, female and disabled persons in all job categories. 
· When developing an OJT or Work Experience opportunity Title IB case managers will review the Complaint Procedures and Complainant’s Rights Form with the employer.  Contractual Provisions will be signed by the employer prior to approval of the OJT or Work Experience.  

· Once a Grievance or Complaint regarding Local Programs and Policies has been received the following steps will followed:
· Step 1 - Initial Review
If the complaint alleges a violation of any statute, regulation, policy, or program that is not governed by WIA, the complaint will be referred to the appropriate organization for resolution. Notice of the referral will be sent to the complainant.   

The Local Administrative Entity or the service provider will receive the complaint from the complainant or the complainant's designated representative.  All complaints will be logged.  A complaint file should be established that contains the following:

· Application and enrollment forms;

· Completed General WIA Complaint Form (or complainant's written statement);

· Chronological log of events or conditions alleged to be a violation of WIA;

· Any relevant correspondence; and

· Record of the attempted informal resolution.

· Step 2 - Informal Resolution
An attempt should be made by the Local Administrative Entity or the service provider to informally resolve the complaint to the satisfaction of all parties.  The informal resolution process must be completed within ten business days from the date the complaint is filed. If all parties are satisfied, the complaint is considered resolved and the terms and conditions of the resolution must be documented in the complaint file.  When a service provider attempts the informal resolution, the service provider will forward the complaint file to the Local Administrative Entity.  The Local Administrative Entity will review the complaint file and investigate it further if necessary.

· Step 3 - Formal Resolution

When an informal resolution is not possible, the Service Provider will forward the complaint and a copy of the file to the Local Administrative Entity. The Local Administrative Entity will review the complaint file, investigate further if necessary, and issue a determination within 20 days from the date the complaint was filed.  If an appeal of the determination is not requested, the complaint is considered resolved and the complaint file should be documented accordingly.

Any party dissatisfied with the determination may request a hearing within 14 days of the date of the determination. The Local Administrative Entity will schedule the hearing and forward the complaint to the hearing officer for resolution.  The Local Administrative Entity will monitor the processing of the complaint.
· Step 4 - Hearing

The Local Administrative Entity will designate a hearing officer to ensure the complaint receives fair and impartial treatment. The hearing officer will schedule a formal hearing and mail a written notice to the complainant, the respondent, and any other interested party at least seven days prior to the hearing.  The notice will include the date, time, and place of the hearing. The hearing must be conducted within 45 days from the date the complaint was filed. Parties may present witnesses and documentary evidence, and question others who present evidence and witnesses. The complainant may request that records and documents be produced.  An attorney, or another designated representative, may represent the parties. All testimony will be taken under oath or affirmation. The hearing will be recorded either in writing or by audio tape. The hearing officer's recommended resolution will include a summary of factual evidence presented during the hearing and the conclusions upon which the recommendation is based. 
· Step 5 - Final Decision
The Local Administrative Entity will review the recommendation of the hearing officer and issue a Final Decision within 60 days from the date the complaint was filed. 
· Step 6 – Appeal
Any party dissatisfied with the Final Decision, or any party who has not received either a Final Decision or a resolution within 60 days from the date the complaint was filed, may request an appeal. The appeal must be received by the Kansas Department of Commerce (KDOC) within 90 days from the date the complaint was filed at the following address:
 
Kansas Department of Commerce
Workforce Compliance and Oversight
1000 S.W. Jackson Street, Suite 100
Topeka, KS  66612-1354
 
· KDOC will review the complaint file, the hearing record and all applicable documents and issue a final decision on the appeal within 30 days from the date the appeal was received by KDOC. 
· Once a Grievance or Complaint regarding Statewide Programs and Policies has been received the following steps will followed:

· Step 1 - Initial Review
Written complaints will be taken from the complainant, or the complainant's designated representative.  All complaints will be logged.

 

If the complaint alleges a violation of local WIA programs, policies or agreements, the complaint will be referred to the Local Administrative Entity for processing under the complaint procedures for program complaints against local WIA programs. If the complaint alleges a violation of any statute, regulation, policy, or program that is not part of WIA, the complaint will be referred to the appropriate organization. Notice of the referral will be sent to the complainant. If the complaint is retained, a complaint file should be established that contains: (1) application and enrollment forms, (2) a completed WIA Complaint Form or the complainant's written statement, (3) a chronological log of events, (4) relevant correspondence, and (5) a record of the attempted informal resolution.

· Step 2 - Informal Resolution
An attempt should be made to informally resolve the complaint to the satisfaction of all parties.  This informal resolution process must be completed within 10 days from the date the complaint was filed. If all parties are satisfied, the complaint is considered resolved and the terms and conditions of the resolution must be documented in the complaint file.

· Step 3 - Formal Resolution
When an informal resolution is not possible, the statewide Service Provider will forward the complaint file to KDOC at the address below:

 

Kansas Department of Commerce

Workforce Compliance and Oversight

1000 S.W. Jackson Street, Suite 100

Topeka, KS 66612-1354

KDOC will review the complaint file, conduct further investigation if necessary, and issue a determination within 20 days from the date the complaint was filed.  If an appeal of the determination is not requested, the complaint is considered resolved and the complaint file should be documented accordingly. Any party dissatisfied with the Determination may request a hearing within 10 days of the date of the Determination. KDOC will schedule the hearing and forward the program complaint to the hearing officer for resolution KDOC will monitor the processing of the complaint.

· Step 4 – Hearing

The hearing officer will schedule a formal hearing and mail a written notice to the complainant, the respondent, and any other interested party at least seven days prior to the hearing.  The notice will include the date, time, and place of the hearing.  The hearing must be conducted within 45 days from the date the complaint was filed. Parties may present witnesses and documentary evidence, and question others who present evidence and witnesses. The complainant may request that records and documents be produced.  An attorney, or another designated representative, may represent the parties. All testimony will be taken under oath or affirmation. The hearing will be recorded either in writing or by audio tape.  The hearing officer's recommended resolution will include a summary of factual evidence presented during the hearing and the conclusions upon which the recommendation is based. 

· Step 5 - Final Decision


KDOC will review the recommendation of the hearing officer and issue a Final Decision within 60 days from the date the complaint was filed.  

· Data Collection

· Physical

· WIA Grievance and Complaint Form

· Complaint Form

· Complaint Log

· Electronic

· Complaint Log

WIA General Grievance and Complaint Monitoring

· Grievance and Complaint Report
· Federal, State, and Local On-Site Monitoring 
Attachment B – Local Area I Spending Limits
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