





Career Planning

| Classroom Occupational Skills Training

| Clothing

Cost Information of Training Providers

| Dental Assistance

Digital Literacy

Disability Resources

Drop-Out Prevenlion

Eligibility Determination

English Language Acquisition

Entrepreneurial Training By Svats Clos ¢

Ex-Offender/Re-Entry 'J‘ransfﬁim

Follow-Up Services (pastt2mmmten” /$o /.4

Food/Nutrition

| Group Counseling

Individual Counseling

ftealthcare Assistance

Housing Assistance

Individual Employment Plan

Information on Filing Unemployment Claims |

Initial Assessment
(Skills/Apiltudes/Lit./Num. /English Proficiency)

Instruction for High School Equivatency

Job Search & Placement Wi, Pl,,:rJ

Leadership Development

Mental Health Assistance/Counseling

Mentoring

On-the-job Training

Orientation to Services Loy o

Out-o f~ﬁ%ﬁ]65 Search Assistance -~

ol s

Outrdach - Huﬂf“'c Ny A

Paid Internships/Work Experience

Performance Info of Training Providers

Referrats & Coordination

Relocation Assistance

Short-term Pre-Vocational Services

Substance Abuse Remediation

Supportive Services (childcare fchild
support/SNAP/TANFE fearned Income credit)

Temporary Housing

Transportation Assistance

Tutoring/Study Skills

Unpaid Internships/Work Experlence Va /f\,l,},k_ﬂg

| Utility Assistance

.l.’d gf);g\_ﬁﬂd rar %

Veteran's Transition

Workforce & Labor Market Information

v/

Workforce Preparation Aclivities 27, A (] 3
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MEMORANDUM of UNDERSTANDING
WEST CENTRAL REGION
WORKFORCE DEVELOPMENT BOARD of WESTERN MISSOURI, Inc.
MISSOURI JOB CENTERS
And

WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA)
ONE-STOP PARTNERS

| Section 1 Introduction C R A R

'This Memorandum of Understanding (MOU) is estahlished in-agreement with the region’s Chiel
Elected Officlal and becomes effective July 1, 2016. This agreement shall terminate on June 30,

2019.

This MOU is entered into in the spirit of cooperation and collaboralion intended in WIOA between
the West Central Region Workforce Developinent Board of Western Missouri, Inc, herealter
referred to as "the WDB” and the One-Stop Delivery System signalory partners, hereafler referred

to as “the Partners”,

*Onc-Stop” refers to the concept that employers and jobseekers should be able to access essential
programs and services at one physical location in an area, The integrated system of service delivery
will be provided through three (3) comprehensive sites, called Missouri Jeb Centers, located in
Sedalia, Clinton, and Nevada. Individualized agreements with partners will address the roles played
and contributions made to support the region’s service delivery strategy and how they supplement

and enhance customer access to services.

During regular business hours and work days, “access” may be accomplished by:
greg y y

* Having staff physically present;

* Having partner program stafl physically present at a Job Center appropriately trained to
provide infornation to customers aboul the programs, services, and activities available
through partner programs; or

* Providing direct linkage through technology to program staffers who can provide
meaningful information or services. (Direct linkage means direcl connection at the job
Center, within reasonable time, by phone or through real-tiine Web-based communication
to a staff member who can provide program information or services (o the customer).

It is understood that the proposed ritles stipulate that simply handing out a phone number,
brochure or website address is insufficient. Partners will work together to address the most
effective and efficient means of providing access to customers in each Jab Center,

The MOU Partners include:
1. WIOA Adult, Dislocated, and Youth Programs (Title I)

2. Job Corps (TitleI)
3. WIOA Migrant and Seasonal Farmworker Programs

1)
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Wagner-Peyser labor exchange /employment services

Adult Education and Literacy (AEL)(Title I1)

Vocational Rehabilitation (VR)

The Senior Community Service Program

Perkins Career and Technical Education

Trade Adjustment Assistance

10, Veterans Programs

11, Community Services Block Grant Activities

12. U.S. Department of Housing and Urban Development employment and training activities
13, State Unemployment Compensation Law activities

14, Reintegration programs for eligible offenders

15. Temporary Assistance for Needy Families (TANF)

16. Supplemental Nutrition and Assistance Program (SNAP) employment and training

programs

BN

{ Sectfon 2 Strategic Vision

‘The West Central Region partners are in agreement with the tenets of the Workforce Tnnovation
and Opportunity Act:

* Toexpand access Lo employment, education, training, and support services for people with
barriers to employment;

* To coordinate workforce investment, education, and economic development efforts among
maultiple agencies;

= 'To enhance the labor-market relevance of workforce investment, education, and economic
development, providing workers with skills and credentials and providing employers with a
skilled workforce;

* Toimprove the structure of, and delivery of, services through the workforce development
system;

* To boost the prosperity of workers and employers, the economic growth of communities,
regions, and states, and overall LS, global competitiveness;

* Toincrease the employment, retention, and earnings of system participants, and to fulfill
their attainment of postsecondary credentials, with the aim of improving workforce quality,
reducing welfare dependency, increasing economic self-sufficiency, and meeting the skill
requirements of employers.

[ Section 3 Services to be Provided

The partners of the West Central Region collectively provide the services listed below. The
organization noted agrees to assist in delivery of those services marked with an asterisk (*).

* " Service Revenue Source -
Apprehticcships
o Pre-Apprenticeship Training
W Assessments/Diagnostic Testing/Evaluation Vacich
3 Assistance in Filing for Financlal Aid (Ed.& Trng.)
[2]

Page 186 of 346




Career Planning

Classroom Occupational SKills Training

PRTYPY

Clothing

Chve  CapteT

Cost Information of Training Providers

Dental Assistance

Digital Literacy

Disability Resources

Drop-Out Prevention

Mo -OpTlom S

Eligibility Determination

English Language Acquisition

Entrepreneurial Training

Ex-Offender/Re-Entry Transition

Financial Literacy

Fo'llow~Up Services (post 1Z-menths) 120 parf

Food/Nutrition

Group Counseling

Individual Counseling

Healthcare Assistance

Housing Assistance

Individual Employment Plan /(eP frrep )

Information on Filing Unemployment Claims

Initial Assessment
{Skills/Aptitudes/Lit/Num./English Proficlency)

L
¥

[nstruction for Bigh Schoe! Equivalency

Job Scarch & Placement  jop  sdavecsaly

Leadership Development

Mental Health Assistance/Counseling

Mentoring

On-the-Job Training

Orientation to Services

Out-of-Area Job Search Assistance

‘34-".«“‘:.-)@*

Outyeach

Paid Internships/Work Experience

Performance Info of Training Providers

Referrals & Coordination

Relocation Assistance

Short-term Pre-Vocational Services

Substance Abuse Remediation

Supportive Services childcare/child
sapport/SNAP/TANF /earned income credit)

Temporary Housing

Transportation Assistance

Tutoring/Study Skills

% 14

Unpaid Internships/Work Experience

| Utility Assistance

Veteran's Transition

Workforce & Labor Market Information { 2¢5 )

e

Workforce Preparvation Activities

131
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Workforce S_'\;;s_tsm Performance
WorkKeys/NCRC Remediation & Testing ——
Workshops

| W

Other/Notes: 1631 gptuices ARE EurbeD THRwW L  PeRicny
BEuidp §-

| Section 4 Shared Funding of Infrastructure " * - T e ]

Per the US Department of Labor Employment and Training Administration:
“The specific requirements for the local funding agreements, which are related to how
the shared and infrastructure costs of the one-stop delivery system will be paid by the
one-slop partners; need not be satisfied in the funding agreements for PY 2016. States and
local arcas may continue to negotiate local funding agreements as they have been doing
under WIA for the purposes of PY 2016. However, the local funding agreements must satisfy
the requirements of section 121(h) of WIOA for the purposes of funding the one-stop
system in PY 2017.”  Source: (https://www.doleta.gov/WIOA/FAQs.cfm).

Formal cost sharing agreements will be in place within six months of the original signing date of
this MOU to identify the non-personnel costs of operating each Comprehensive One-Stop Center at
which the Division of Workforce Development (DWD), WIQA-funded staff and Partner Agency staff
are located and/or delivering services. The finalized funding plan will require re-signing of the

MOU.

Currently, Job Center costs assoctated with Lhe integrated service delivery model are shared among
partners located in each Job Center based on a ratio of DWD staff to WIOA staff. For other Partner
staff located in a Job Center, costs are shared based on square footage designated to that agency and

a portion of the common areas.

[Section S Shared Funding of Services

All Job Center costs will be allocated Lo the program receiving the benefit, whenever possible. Any
costs associaled to the integrated service delivery model that cannot be directly charged will he
allocated to WIOA Adull/W!0A Dislocated Worker funding based on the proportionate share of
customers accessing services In the Job Center. This data §s collected at the heginning of each
calendar gquarter and used to allocate costs for the remaining calendar quarter.

[Section 6 Systematic Referral Process for Job Center Customers

Referrals do not imply automatic eligibility. The result of a referral is dependent on the eligibility
dele:mmalmn by each partner based on thebr unique program guidelines and fund availability, The
partvers agree to conducl referrals for services in the following manner:

[4]
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1. Al customers referred for services (via the One-Stop Partners) will receive a written
referral form with the name, address, and phone number of the Partner organization
receiving the customer referral. A copy of the referral form will be given to the customer
and to the receiving organization (via fax or email). The form will also include the date of
the referral and the reason for the referral.

2. The organization receiving the referral will make a good faith effort to contact the customer
within 3 business days of the date on the referral form.,

3. The receiving organization will schedule an appointment with the customer within 10
business days of the date on the relerral form and confirm such with the referring
organization.

This information will be tracked and used to measure referral activity and success rates for co-
enrollment and alignment of services.

Partners commit to assist the One-Stop Operator in each Missouri Job Center in developing and
maintaining a local resource guide of each partner agency’s available services. The guide will be
shared with each partner and staflf will be trained on its use.

[ Section 7 Human Resources Management "

As partners, respect and trust of one another as we serve mutual customers will be expected.
Further, we agree that management and staff will strive for high quality standards of service

on behalf of customers, employees, and partners of the system. In the event disagreements arise,
the proper chain of command will be followed and the staff inemher's employer of record will be
called upon to help resolve issues. The formal Complaint and Grievance policy will be used if
resolution is not reached,

All partners will agree that exchanged information will remain private and confidential in
accordance with the existing confidentiality requirements of each partner program, All job Center
staff and management will follow policy set forth by the Division of Workforce Development and
the policy of the WDB, as applicable. Authorized staff will receive training and sign the
confidenttality statement. Correspondence sent by email and fax will adhere Lo the conlidentiality
statement as set forth in DWD Issuance 01-2008, Change 2 or subsequent guidance. {see
https://jobs.mo.gov/sites/jobs/files/work{orce-development-system-confldentiality-
information_dwd_issuance2008-01 ¢2 rev2011-09-15.pdf).

[ Section 8 One-Stop Delivery System Performance Criteria

As partners, we agree that the One-Stop Delivery System will strive to achleve these standards of
quality service:

1. All customers will receive prompt and courteous service from the staff.
2. All customers will receive services designed to assist them in achieving their educational

and/or placement goals.
3. All employees can expect to work in a safe and professional environment.
4. All employees can expectio receive the best tools to achieve the desired outcomes for their

customers.
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5.

All partners will deliver high-quatity services through the Missouri job Centers.

| Section 9 Governance of the One-Stop Delivery System S

The ultimate accountability and responsibility for the One-Stop System organizational processes,
services, and accomplishments will rest with the Workforce Development Board (WDB), the One-
Stop Operator, and the Partners. The WDB is an appointed body representing business and industry
along with core partners serving a 14-county region in mid-Missouri.

Responsibflities of the WDB include, but are not limited to:

1.
2,

Develop and execute Memorandum(s) of Understanding (MOU) with One-Stap Partners.
Direct the disbursement of funds for workforce development aclivities pursuant to the
requirements of WIOA.

Develop a local strategic plan (made accessible to public on website: skillupmissouri.org)
including policies, standards and operattonal priorities for the local area; update said plan
as required by the Division of Workforce Development and Department of Labor.
Competitively procure the One-Stop Operator and lead certification process of Job Centers
in the region.

Conduct oversight of the local One-Stop delivery system, including all Adult, Dislocated
Worker and Youth activities, jointly or on behalf of the Chief Elected Officials.
Recommend grants or contracts for program activities, as appropriate.

Support coordination of workforce investment activities with economic development
strategies and other employer linkages.

Oversee marketing efforts and public relations conducted on behalf of the One-5top
Delivery System through the Missouri Job Centers.

Responsibilities of the One-Stop Qperator include, but are not limited to:

1.

Promote inclusion of partners and integration of services. Consistent with the principles of
universal access, customer choice, increased accountability and strong private sector
involvement, the One-Stop Operator will alsa advance quality improvement methods,
customer satisfaction measures and staff development,

Examine the organization’s processes of developing strategic objectives, as well as creating
action plans and related human resource plans 1o support system direction.

Examine how the system determines customer/market requirements; expectations and
preferences,

Examine the performance management system and how the system analyzes performance
data and trends.

Examine how the system engages job seekers to develop and utilize their full potential in
alignment with their goals and the system’s objectives,

Examine key aspects of process management, including customer-focused design of
products and service delivery involving all partners.

Pevelop and maintain local resource directory.

Examine the systemn's performance and improvement in business service areas - customer
satisfaction, financtal and marketplace performance, product and service performance,
human resource support, return-on-investment (ROI) for utilizing the Job Center’s services
and cvidence of repeat business from area employers.

[6]
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Responsibilities of the One-Stop Partners (1o the extent allowed within their own agency policies)
include, but are not limited to:

1. Provide access to programs and services through the One-Stop Delivery System.

2. Support development and implementation of one-stop policies and processes as well as an
integrated, customer-centered service delivery design.

3. Share customers and infrastructure costs, as applicable.

4, Coordinate the availability of grant funds to ensure customers receive the full beneflt of

services provided by each partner organization,

Engage employers and provide integrated business services.

6. Increase and coordinate range of customer services to ensure the needs of employers,
jobseekers, workers, youth, and individuals with barriers to employment are met, including

individuais with disabilitics.

L

7. Assistin development of local resource directory.
8. Share performance data on mutual customers.
9, Coordinate outreach and job development actlvities,

[ Section 10 Duration and Modification =~ e e

The parties agree that the terms of this Memorandum of Understanding becomes effective july 1,
2016 and will continue in effect until June 30, 2019 or such time as any party will modify, extend, or
terminate this MOU. The MOU will be reviewed annually and must be updated-not less than every
three years to reflect any changes in signatory official of the Board, One-Stop Partners, CEOs, or

one-stop infrastructure funding.

Requests for modifications to the MOU must be made in writing to the WDB at least 30 days prior to
the effective date of the requested change.

Section 11 Terminalion

Any party to this agreement inay cease participation in the agreement, Any party that intends to
cease participation must notify the other parties affected by this agreement at least 30 days prior to

the effective termination date.

171
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MEMORANDUM of UNDERSTANDING
WEST CENTRAL REGION
WORKFORCE DEVELOPMENT BOARD of WESTERN MISSOURI, Inc,
MISSOUR! JOB CENTERS

And

WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA)
' ONE-STOP PARTNERS

R T N I s B SR R DI LT ARRTLCR Y T
IR TN I PRSP N TR RS :‘.‘":!..1{. kR
o . o g . LR 1. 3
S Ly iR A RS T Ty R

FSeefion 1. Introdugtion | 7 AL

This Memorandum of Understanding (MOU) is established in agreement with the reglon's Chief
Elected Officia) and becomes elfective July 1, 2016. This agreement shall terminate on June 30,

2019.

This MOU {s entered into in the spirit of cooperation and collaboration intended in WIOA between
the West Central Reglon Workforce Development Board of Western Missourd, Inc, hereafter
referred to as “the WDB" and the One-Stop Delivery System signatory partners, hereafter referred

to as "the Partners".

“One-Stop” refers to the concept that employers and jobsaekers should be able to-access essential
programs and services at one physical iocation In an area. The integrated system of service delivery
will be provided through three (3) comprehensive sites, called Missourt Job Centers, located in
Sedalia, Clinton, and Nevada. Individualized agreements with partners will address the roles played
and contributlons made to support the region’s service delivery strategy and how they supplement
and enhance customer access to services.

During regular business hours and work days, “access” may be accomplished by:

«  Having staff physically present;

* Having partner program staff physically preseat at a Job Center appropriately trajned to
provide information to customers about the programs, services, and actlvities available
through partner programs; or

*  Providing direct linkage through technology to program staffers who can provide
meaningful information or services. (Direct linkage means dirpct connection at ths Job
Center, within reasonable time, by phone or through real-time Web-based communication
to a stalf member who can provide program information or services to the customer),

It is understood that the proposed rules stipulate that s'imply handing out a phone number,

brochure or website nddress {s insufflcient, Partners will work together to address the most
effective and efficient means of providing access to customers in each Job Center.

The MOU Partners include:
1. WIOA Adult, Dislocated, and Youth Programs (Title I)

2, Job Corps (Title I}
3. WIOA Migrant and Seasonal Farmworker Programs

(1]
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Career Planning

Classroom Occupational Skills Training

&% |

Clothing

Oake  CopSet

Cosl Information of Tralning Providers

Dental Asslstance

Digital Literacy

Disability Resources

Drop-Out Prevention

Mo ~SPFTtov s

-

Eligibility Determination

English Language Avquisition

Entrepreneurial Training

Ex-Offender/Re-Bntry Transition

Financial Literacy

Follow-Up Services (post 12-mantds) g0 pavf

Hood /Nutrition

Group Counseling

Individual Counseling

Healthcare Assistonce

Housing Asslstance

%

Individual Employment Plan /(g7 /rren )

Information on Filing Unemployment Claims

Infiial Assessment
{Skilis/Aptitudes/Lit./Num./English Proficiency)

Instruction for High School Equivalency

Job Search & Placement  Jop 5 8apecsialy

Leadership Development

| Mental Health Asslstance/Counseling

Mentoring

On-the-Job Training

Orientatian to Services

QOut-of-Area Job Search Assistance

ﬁ-ﬁ**ﬁ*t

Qutreach

Paid Internships/Work Experience

Performance Info of Trainfig Providers

e

Referrals & Coordination

Relocation Assistance

Short-term Pre-Vocational Services

Substance Abuse Remediation

Supportive Services (chlldcare/child
support/SNAP/TANF/earned income credit) -

Temporary HousIng

Transportation Assistance

Tutoring/Etudy Skills

e 46

Unpaid Internships/Work Experience

Utllity Assistance

Veteran's Transition

Workforce & Labor Market Information ( 2¢s )

e

Workforce Preparation Activities

(3]
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1. Al customers referred for services (via the One-Stop Partners) will receive a writtan
referral form with the name, address, and phone number of the Partner organization
recelving the customer referral, A copy of the referral form will be given to the customer
and to the recelving organization {via fax or email). The form will also include the date of

the referral and the reason for the referral,
Z. The organization receiving the referral will make a good faith effort to contact the customer
within 3 business days of the date on the referral form.
3. The receiving organization will schedule an appointment with the customer within 10
- business days of the date on the referral form and confirm such with the referring

organization.

This Information will be tracked and uised to measure referral activity and success yates for co-
enrollment and alignment of services.

Partners commit to assist the One-Stop Operator in each Missouri job Center In developing and
maintalning a local resource gulde of each partner agency’s avallable services. The guide will be
shared with each partner and staff will be trairied on its use.

B R T M S N VSR TRy }
DR L gRE e
: Lt + LY H Pl

| Section“7:Human ReSources Managetment 11715 5 o Bl lnen e o 4

As partners, respect and trust of one amother as we sarve mutual customers will be expected.
Further, we agree that management and staff will strive for high quality standards of service
on behalf of customers, employees, and parmers of the-system. In the event disagreements arise,
the proper chain of command will be followed and the staff member’s employer of record will be
called upon to help resolve.issues. The formal Complaiot and Grievance policy will be used if

resolution Is not reached.

All partners will agree that exchanged information will remain private and confidential in
accordance with the existing confidentiality requirements of each partner program. All Job Center
staff and management will follow policy set forth by the Division of Workforce Development and
the policy of the WDB, as applicable. Authorized staff will receive training and sign the
confidentiality statement. Correspondence sent by email and fax will adhere to the confidentiality
statement as set lorth in DWD Issuance 01-2008, Lhange 2 or subsequent guidance. (seo

mformgt!on dwd issuanceZOQ& 01_c2 rev2011-09-15.p D

= Y E P s £ AT N T T
:,;‘_ el et L s T e TR N

[ Socnon 8::0ne-Stop Dellviry System Performanice Criterla v * i hamahgl (e

As partners, we agree that the One-Stop Delivery System will strive to achieve these standards of
quality service;

1, All customers will receive prompt and courteous service from the staff,
2. All customers will recelve services designed to assist them in achieving their educational

and/or placement goals,
3. Allemployees can expect to work in a safe and professlonal environment,
4, All employees can expectio receive the best tools to achieve the desired outcomes for thefr

cusltomers,

[5]
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| Section 12 Signatures -

By signature hereto, the West Central Region Workforce Development One-Stop Partners agree to
abide by the terms and conditions set forth in this Memorandum of Understanding.

Organizalion -

1 Chiel Elected Official, West Central Workforce Area

:Name. -printed S

Tony McCollum

Title - " Presiding Commissioner — Chariton County
Date
Signature T
ganizal'idn | Workforce Development Board of Western Missouri, Inc,
Namc -printed. LR Lot Cosslett Moore - (General Manager/Flextech Industries)
Title ;;'.- St Chairperson
Date. T
| Slgnature - =
Organization .| Workforce Development Board of Western Missours, Inc.

Suzanne Richards

Name ~pnnled T

Title ﬁ"}'f -8 Executive Director

Date - e P 7

‘Sign'a"ture-'f o G e iDL U Al Y

. Organization Clinton Technical School (Perkins Career and technical Education)

= { Jake Fowler

Tjtle -

Name - printed i

2t Director

Date -

Signa:urc

eteatis e

.Organizatipn -

Title 2

N1me~pﬁnted N

Date -

Sign:iture B

Organization = - -, .

Name-pr}nmd T

“Title -

Date

i{gnnmré B

Organizallon

Name -prtnted S

Title!

Date -

Signalure - oo

Organizallon =

Title B

Name ~pnnted S s

Date

Signature e

18]

Page 196 of 346


































Carecr Planning

s

Classroom Qceupational Skills Training

(refs

o | b Job Cenfer)

Clothing

k3

Cost Information of Training Providers

Dental Assistance

Digital Literacy

Disability Resources

{ referrads +» 1

Wﬁcﬁm &lﬁi /

Drop-Out Prevention

Eligibility Determination  Chpusing )
7

(
m}gihmygrm o)

*

Tinglish Language Acquisition ~—or

m{c,rvn.,‘fo a.fpmprt-ﬂb P

94

Entrepreneurial Training  ~ peferval 4o U

Wy E.;C'l{'

Ex-Offender/Re-Entry Transition fsi-fs on_p

elybner Hoan) uses Mo JC.

Financial Literacy &Lwi"é

Bt il »
Follow-Up Services mesumnm

34/7

= 00 My Oum” ¢ tdnue.Ext]

Food/Nutrition

Group Counseling N pre bone

individual Counseling / 4‘ -nsis 10 ke

Healthcare Assistance

Housiqg Assistance

paviners W Food Pasdy

bloodpcgaum cKs.

5,__1-&5_51@4&#_@11&;&,6&,&&&

Indwidual Employment Plan

| Initial Assessment

(Skilis/Aptitudes/LiL /Num. /English Profidency)

Instruction for High School Equivalency

Job Search & Placement

inbvwol nedu

leadership Development

*}hrwqh Ks o

ref

Mental Health Asmstance/(‘ ounselmg

On-the-Job Training

Mentoring
mvw nu!;mlj
Orientation to Services '

Qut-of-Arca Job Search Assistance

Outreach

Paid Internships/Work ﬁﬁiﬁeﬁcnce

refeomds

Performance Info of Training Providers

Referrals & Coordination

Relocation Assistance

Shorl-term Pre-Vocational Services c&)cm{[mdf( ca'mpoﬂuli o+ thetr mission

Substance Abuse Remediation 74

Supportye Services [l.hildmn/r:hlld
support/SNAP/TANF fearned income credit) 1€

ermal

| Temporary Housing

IransportahonAsslﬂ-mceb;kn OAR | cab )

Cirently Wam Issues (¢ ndting o

Tutoring/Study Skilis

Unpaid Internships/Work Expérience

Hrrogh Co{(mJ sivdedts L wihool age 3 &0

1 o Bfter

Utility Assistance ‘Hx WCEMLAA

Veteran's Transltion “aUchés

WM..K N ]
= 57 homeless w5

Workforce & Labor Mas ket Information

( Tasiz or refoons]

Workforce Proparation Activitics  pedsannl
! 1
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MEMORANDUM OF UNDERSTANDING

Between the Missouri Division of Employment Security and
Division of Workforce Development

This Memorandum of Understanding (MOU) is an agreement between the Missouri
Division of Employment Security (DES) and the Division of Workforce Development
(DWD), representing Missouri's Fourteen Workforce Development Boards (WDBs).

I.  Purpose of Agreement

This MOU identifies the responsibility of DES as the operator of Missouri’s
Unemployment Compensation Law activities in relation to the operation of the
Workforce Innovation and Opportunity Act (WIOA) one-stop delivery system,
hereinafter reforred to as the Missouri Job Centers (MJC) in each of the fourtcen WDB

regions,
II.  Duties of the Parties

The parties agree to work logether 1o implement and operate the WIOA One-Stop
Delivery System and to serve Unemployment Insurance (Ul} Program participants during
the period of this Agreement. The parties also agree to the following:

DES agrees to the following role in relation to WIOA:

¢ The Division of Employment Sceurity (I2ES) administers Missouri’s Ul program.
The UJ program provides partial protection for workers against loss of wages
during periods of involuntary unemployment. The benefits paid to insured
workers bolster the economy of the state during periods of economic downtum by
helping maintain a degree of consumer purchasing power.

¢ Ul programs and activities that fall under the operation of DES include the regular
Ul program, unemploymenl compensation for ex-scrvice members;
unemployiment compensation for federal employees, the Shared Work program,
the Reemployment Services Eligibilily Assessment program and Trade
Readjustment Allowances, including Alternative Trade Adjustment Assistance
and Reemployment Trade Adjustmeni Assislance.

»  WIOA cstablished an additional requircment to provide meaningful assistance
with filing a claim for unemployment insurance. Meaningful assistance means:

o Providing assistance on-site using s(afl' who are well trained in unemployment
insurance claims filing and the rights and responsibilitics of 11 claimants; or

o Droviding assistance by phone or other technology, as long as the assistance is
provided by trained and available staff and within a reasonsble time.
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‘o To meet the requirement to provide meaningful assistance to Ul claimants in
nced of help filing a Ul elaim, MJC staff must be familiar with the DES online
claims filing system and the rights and responsibilitics of UT claimants to the
point of being able to help them understand DES publications and

cortespondence.

o An electronic feedback system is in place for MJC staff to refer potential UI
eligibility issues to the DES for investigation.

DWID and the WDBs agree to do the tollowing:

» Designate MJC stalY to be familiar with the DES online claims filing system and
the rights and responsibilities of Ul ciaimants to the point of being able to help
them understand DES publications and correspondence.

¢ Provide training to MJC staff in the centers, as needed, including but not limited
to assessing a Ul claimants needs, providing labor market information, developing
a work search plan, making referrals to services and training, skilis remediation
and assessment, and computer system information.

» Individuals with significant barriers to employment shall be identified and receive
priority service and shall receive services designed to assist them in achieving
their educational and /for job placement goals.

¢ Individuals with disabilities shall be provided accommodations and assistive
technology upon request and shall be referred to the appropriate agency for

additional assistance as appropriate.
Il Funding of the Job Center infrastructure costs

Under WIOA, all Partners are required to contribute in some manner to the infrastructure
of the One-Stop, whether ot not the Partner is physically located in the MJC, The
Partners of this MOU agyee to work together during the duration of this MOU to develop
an arrangement through guidance forthcoming from USDOL on funding the

infrastructure,
IV,  Terms of Agreement

Any revision to this Agreement, whether by modification or supplementation, must be
accomplished by a formal amendment or supplement signed and approved by the duly
authorized representative of the DWD, DES, and WDRBs.

This Agreement may be terminated at any time during the term of the agreecment, with or
without cause, by either party by furnishing writien notice to the other party at least sixty
(60) days bofora the desired termination date.
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MEMORANDUM of UNDERSTANDING
_ WEST CENTRAL REGION
WORKFORCE DEVELOPMENT BOARD of WESTERN MISSOURI, Inc.
MISSOURI JOB CENTERS
And

WORKFORCE INNOVATION AND OFPORTUNITY ACT (WIOA)
ONE-STOP PARTNERS

| Section 1 introduction |

This Memorandum of Understanding (MOU) is established in agreement with the region’s Chief
Elected Official and becomes effective july 1, 2016, This agreement shall terminate on June 30,

2019.

This MOU is entered into in the spirit of cooperation and collaboration intended in WiOA between
the West Central Region Worlforce Development Board of Western Missouri, Inc,, hereafter
referred to as “the WDB"” and the One-Stop Delivery System signatory partners, hereafter referred

ta as “the Partners”.

“One-Stop” refers to the concept that employers and jobseekers should be able to access essential
programs and services at one physical location in an area, The integrated system ol service delivery
will be provided through three (3) comprehensive sites, called Missourl Job Centers, Jocated in
Sedalia, Clinton, and Nevada, Individualized agrecements with partners will address the roles played
and contributions made to support the reglon’s service delivery strategy and how they supplement
and enhance customer access to services.

During regular business hours and work days, “access” may be accomplished by:

« Having staff physically present;

» Having partner program staff physically present at a Job Center appropriately trained to
provide information to customers about the programs, services, and activities available
through partner programs; or

» Providing direct linkage through technology to program staffers who can provide
meaningful information or services. (Direct linkage means direct connection at the Joh
Center, within reasonable time, by phone or through real-time Web-based communication
to a staff member who can provide program information or services to the customer).

itis understood that the proposed rules stipulate that simply handing out a phone number,
brochure or website address is insufficient. Partners will work together to address the most
effective and efficient means of providing access to customers in cach Job Center,

The MOU Partners include;
1, WIOA Adult, Dislocated, and Youth Programs (Title 1)

2. Job Corps (Title I)
3. WIOA Migrant and Seasonal Farrhworker Programs

1]
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4, Wagner-Peyser labor exchange/employment services

5. Adult Education and Literacy (AEL)(Title I1)

6. Vocatlonal Rehabilitation (VR)

7. The Senior Community Service Program

B. Perkins Career and Technical Education

9. Trade Adjustment Assistance

10. Veterans Programs

11, Community Services Block Grant Activities

12. U.S. Department of Housing and Urban Development employment and training activities

13. State Unemployment Compensation Law activities

14. Reintegration programs for cligible offenders

15, Temporary Assistance for Needy Families (TANF)

16. Supplemental Nutrition and Assistance Program (SNAP) employment and training
programs

] Section 2 Strategic Vision

The West Central Reglon partners are in agreement with the tenets of the Workforce innovation
and Opportunity Act:

+ To cxpand access to employment, education, training, and support services for people with
barriers to employment;

» To coordinate workforce investment, education, and economic development efforts among
multiple agencies;

¢ To enhance the labor-market relevance of workforce investment, education, and economic
development, providing workers with skills and credentials and providing employers with a
skilled workforce;

o Toimprave the structure of, and delivery of, services through the workforce development
system;

s To baost the prosperity of workers and employers, the economic growth of communities,
regions, and states, and overall U.S. global competitiveness;

¢ Toincrease the employment, retention, and earnings of system participants, and to fulfill
their attainment of postsecondary credentials, with the ain of improving workforce quality,
reducing welfare dependency, increasing economic self-sufficiency, and meeting the skill
requirements of employers.

| Section 3 Services to be Provided - |

The partners of the West Central Region collectively provide the services listed below. The
organization noted agrees 1o assist in delivery of those services marked with an asterisk (*),

* Service ] Revenue Source I

Apprenticéships

Pre-Apprenticeship Training
Assessments/Diagnostic Testing/Evaluation
Assislance in Filing for Financtal Aid (Ed.& Trng.)

[2]
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Career Planning

Classroom Occupational Skills Training

Clothing

Cost Information of Training Providers

Dental Assistance

Digital Literacy

Disability Resources

Drop-Out Prevention

Eligibility Determination

English Languape Acquisition

Entrepreneuwrial Training

Ex-Offender/Re-Entry Transition

Financial Literacy

Follow-Up Services [post 12 months)

Food/Nutrition

Group Counseling

Individual Counseling

Healthcare Assistance

Housing Assistance

Individual Employment Plan

Information on Filing Unemployment Claims

Initial Assessment

(Skills/Aptitudes/Lit.,/Num./English Proficiency)

Instruction for High School Equivalency

Job Search & Placement

Leadership Development

Mental Health Assistance/Counseling

Mentoring

On-the-Job Training

Orientation to Services

Out-of-Area Job Search Assistance

Outreach

Pald nternships/Work Experience

Performance Info of Training Providers

Referrals & Coordination

Relgeation Assistance

Short-term Pre-Vocational Services

Substance Abuse Remediation

Supportive Services (childcare/child
support/SNAP/TANFE /earned income ¢redit)

Temporary Housing

Transportation Assistance

Tutoring/Study Skills

Unpaid Internships/Wark Experience

UtHity Assistance

Veteran's Transition

Worikdorce & Labor Market Information

Workforee Preparation Activities

[3]
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Workforce System Performance
WorkKeys/NCRC Remediation & Testing
Waorkshops

Other/Notes:

| Section 4 Shared Funding of Infrastructure

Per the US Department of Labor Employment and Training Administration:
"The specific requirements for the local funding agreements, which are related to how
the shared and infrastructure costs of the one-stop delivery system will be pald by the
one-stop partners, need not be satisfied in the funding agreements for PY 2016, States and
local areas may continue to negotiate local funding agreements as they have been doing
under WIA for the purposes of PY 2016, However, the local funding agreements must satisfy
the requiréments of section 121{h) of Wi0A for the purposes of funding the one-stop
system in PY 2017."  Source: {(hitps://www.doleta.ge Lfm).

Formal cost sharing agreements will be in place within six months of the original signing date of
this MOU to identify the non-personnel costs of operating each Comprehensive One-Stop Center at
which the Division of Workforce Development (DWD), W10A-funded staff and Partner Agency staff
are located and/or delivering services. The finalized funding plan will require re-signing of the

MOU.

Currently, Job Center costs assoclated with the integrated service delivery model are shared among
partners located in each Job Center based on a ratio of DWD staff to WIOA staff. For other Partner
stalf located in a Job Center, costs are shared based on square footage designated to that agency and
a portion of the common areas.

[ Section 5 Shared Funding of Services

All Job Center costs will be allocated to the program receiving the beneflt, whenever possible. Any
costs associated to the integrated service delivery maodel that cannot be directly charged will be
allocated to WIOA Adult/WIOA Dislocated Worker funding based on the proportionate share of
customers accessing services in the Job Center, This data s collected at the beginning of each
ralendar quarter and used to allocate costs for the remaining calendar quarter,

| Section 6 Systematic Referral Process for Job Center Customers

Referrals do not imply automatic eligibility. The result of a referral is dependent on the eligibility
determination by each partner based on their unique program guidelines and fund availability. The
partners agree to conduct referials for services in the following manner:

[4]
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1, All customers referred for services (via the One-Stop Partners) will receive a written
referral forim with the name, address, and phone number of the Partner organization
receiving the customer referral. A copy of the referral form will be given to the customer
and to the receiving organization (via fax or email). The form will also include the date of
the referral and the reason for the referral.

2. The organization receiving the referral will make a good faith effort to contact the customer
within 3 business days of the date on the referral form.

3. ‘The receiving organization will schedule an appointment with the customer within 10
business days of the date on the referral forim and confirm such with the referring

organization,

This information will be tracked and used to measure referral activity and success rates for co-
enrollment and alignment of services.

Partners commit to assist the One-Stop Operator in each Missouri Job Center in developing and
maintaining a Jocal resource guide of each partner agency’s available services, The guide will be
shared with each partner and staff will be trained on its use,

[ Section 7 Human Resources Management

As partners, respect and trust of one another as we serve mutual customers will be expected.
Further, we agree that management and staff will strive for high quality standards of service

on behalf of customers, employees, and partners of the system. In the event disagreements arisc,
the proper chain of command will be followed and the staff member's employer of record will be
called upon to help resolve issues. The formal Complaint and Grievance policy will be used if
resolution is not reached.

All partners will agree that exchanged information will remain private and confidential in
accordance with the existing confidentiality requirements of cach partner program. All Job Center
staff and management will follow policy set forth by the Division of Workforce Development and
the policy of the WDB, as applicable. Authorized staff will recelve training and sign the
confidentiality statement. Correspondence sent by email and fax will adhere to the confidentiality
statement as sct forth in DWD issuance 01- 2008 (.hange 2 or subsequent guidance. {see

[ Section 8 One-Stop Delivery System Performance Criterla

As partners, we agree that the One-Stop Delivery System will strive to achieve these standards of
quality service:

1. All customers will receive prompt and courteous service from the staff,
2. All customers will receive services designed to assist them in achieving their educational

and/or placement geals.
3. All employees can expect to work in a safe and professional environment.
4. All empleyees can expect to recelve the best tools to achieve the desired outcomes for their

customers.

[5]
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5.

All partners will dellver high-quality services through the Missouri job Centers.

| Section 9 Governance of the One-Stop Delivery System

The ultimate accountability and responsibility for the One-Stop System organizational processes,
services, and accoplishments will rest with the Workforce Development Board (WDB), the One-
Stop Operator, and the Partners. The WDB is an appointed body representing business and industry
along with core partners serving a 14-county region in mid-Missouri.

Responsibilities of the WDB include, but are not limited to:

1.
2

Develop and execute Memorandum(s) of Understanding (MOU) with One-Stop Partners.
Direct the disbursemenit of funds for workforce development activities pursuant to the
requirements of WIOA.

Develop a Jocal strategic plan (made accessible to public on website: skillupmissouri.org)
including policies, standards and operational priorities for the local arca; update sald plan
as required by the Division of Workforce Development and Department of Labor.
Competitively procure the One-Stop Operator and lead certification process of Job Centers
in the region.

Conduct oversight of the local One-Stop delivery system, including all Adult, Dislocated
Worlker and Youth activities, jointly or on behalf of the Chiefl Elected Officials.

Recommend grants or contracts for program activities, as appropriate,

Support coordination of workforce investment activities with economic development
strategies and other employer linkages.

Oversee marketing efforts and public relations conducted on behalf of the One-Stop
Delivery System through the Missouri Job Centers.

Provide a single point of contact to the pariners.

. Provide feedback to the partners on the success rate of the referrals.

Promote inclusion of partners and inlegration of services. Consistent with the principles of
universal access, customer choice, increased accountability and strong private sector
involvement, the One-Stop Operator will also advance quality improvement methods,
customer satisfaction measures and staff development.

Examine the organization’s processes of developing strategic objectives, as well as creating
action plans and related human resource plans to support system direction.

Examine how the system determines customer/market requirements; expectations and
preferences.

Examine the performance management system and how the system analyzes performance
data and trends.

Examine how the system engages joh seekers to develop and utilize their full potential in
alignment with their goals and the system’s objectives,

Examine key aspects of process management, including customer-focused design of
products and service delivery involving ail partners,

Develop and maintain local resource directory.

Examine the system's performance and improvement in business service areas - customer
satisfaction, financial and marketplace performance, product and service performance,

(6]
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human resource support, return-on-investment (R01) for utilizing the Job Center's services
and evidence of repeat business from area employers,

ihil of the -Stop Partne the extent a ithin their own a licies

include, but are not Hmited to;

1. Provide access to programs and services through the One-Stop Delivery System,

2. Support development and implementation of one-stop policies and processes as well as an
integrated, customer-centered service delivery design.

3. Share customers and infrastructure costs, as applicabie.

4. Coordinate the availability of grant funds to ensure customers receive the full benelit of
services provided by cach partner organization,

5. Engage employers and provide integrated business services.

6. Increase and coordinate range of customer services to ensure the needs of employers,
jobseeleers, workers, youth, and individuals with barriers to employment are met, including
individuals with disabilities.

7. Assistin development of local resource directory,

Share performance data on mutual customers.

Coordinate outreach and job development activities.

© @

| Section 10 Duration and Modification

The parties agree that the terms of this Memorandum of Understanding becomes effective july 1,
2016 and will continue in effect until June 30, 2019 or such time as any party will modify, extend, or
terminate this MOU, The MOU will be reviewed annually and must be updated not less than every
three years to reflect any changes in signatory official of the Doard, One-Stop Partners, CEOs, or

one-stop infrastructure funding,

Requests for modifications to the MOU must be made in writing to the WDB at least 30 days prior to
the cffective date of the requested change.

[ Section 11 Termination ]

Any party to this agreement may cease participation in the agreement, Any party that intends to
cease participation must notify the other parties affected by this agreement at least 30 days prior to

the effective termination date,

(71
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PW’ F.c}ma., LT § L e
Wagner-Peyser labor exchange/employment services Fﬁ
Adult Education and Literacy (AEL)(Title I1)
Vocational Rehabilitation (VR)
The Senior Community Service Program
Perkins Career and Technical Education
Trade Adjustment Assistance

, Veterans Programs

. Community Services Bloclk Grant Activities

. U.S. Department of Housing and Urhan Development employment and training activities
. State Unemployment Compensation Law activities

. Reintegration programs for eligible offenders

. Temporary Assistance for Needy Families (TANF)

. Supplemental Nutrition and Assistance Program (SNAP) employment and training

programs

[ Section 2 Strategic Vision

The West Central Region partners are in agreement with the tenets of the Workforce Innovation
and Opportunity Act;

To expand access to employment, education, training, and support services for people with

barriers to empioyment;
To coordinate workforce investment, education, and economic development efforts arnong

multiple agencies;
To enhance the labor-market relevance of workforce investment, education, and cconomic
development, providing workers with skills and credentials and providing employers with a

skilled workforce;
To improve the structure of, and delivery of, services through the workforce development

systeny;

To boost the prosperity of workers and employers, the economic growth of communities,
regions, and states, and overall U.S. global competitiveness;

To increase the employment, retention, and earnings of system participants, and to fulfill
their attainment of postsecondary credentials, with the aim of improving workforce quality,
reducing welfare dependeney, increasing economic self-sufficiency, and meeting the skill
requirements of employers.

| Section 3 Services to be Provided |

The partners of the West Central Reglon collectively provide the services listed below. The
organization noted agrees to assist in delivery of those services marked with an asterisk [*).

{ * , Service Revenue Source
Apprenticeships
Pre-Apprenticeship Training
’;f Assessments/Diagnostic Testing/Evaluation
Assistance in Filing for Financial Ald (Ed.& Trog.)

[2]
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Carcer Planning

Classroom Occupational Skills ‘Training

Clothing

Cost Information of Training Providers

SR e

Dental Assistance ( miu 1F ;mpmmw-}:r mplmmm\!«)
7 L T

Digital Literacy

Disability Resources

Drop-Qut Prevention

Eligibility Determination

iinglish Language Acquisition

Entreprencurial Tralning

Bx-Offender/Re-Enay Transition  { e RSH

9—54; bley)

Financial Literacy { thyvvah T L
Follow-Up Services (peﬁi-}mema;)_ rendi |

? ;.zam,m\

Food/Nutrition  (+hrownh Daily. Living
Group Counseling < !

_Emgzzm\

Individual Counseling

B hatiadc 3 S b

Healthcare Assistance (nnfv £ imprdime;

Housing Assistance

- (mfz&ym&i ) _

Individual Employment Plan

information on Fiting Unemployment Claims

Initial Assessment wliso (nsides
(Skills/Aptitudes/Lit. /Num./English Proficiency)

feS. lCP.

Instruction for High School Equivalency [ refesred do Es@f-:)

Job Search & Placement

Bk

Leadership Development (if $1ed dovd

coh ol Geal

Mental Health Assistance/Counseling (+hroxg
v

, redferral

Mentoring

On-the-Job Training (wa coachng)

QOrientation to Services

Out-of-Area Job Search Assistance { anywhere i

h MO )

b Mk

Outreach {ie +hrou

Paid Internships/Work Experience

Performance Info of Training Providers

Referrals & Coordination

Relocatlon Assistance [ ‘C,g,g.c,- bu -rCa,s:.c)

oK

Short-term Pre-Vocational Services

Substance Abuse Remediation by refernn

Supportive Services (Fhildcarg)child
support/SNAP/TANF /earned income credit)

Teraporary Housing (bu refermt)

Transportation Assistance (Yor school, not

Tutoring/Study Skills ( Hhvuah adssis

pent)

hm :l’tc,hml%u\

Unpaid Internships/Work Expertenc®  (vplun 4]

2L S\

Utility Assistance

Veteran's Transition { for RSB elhaibles)
Ly

Workforce & Lahor Markét Information

el O Y- Y

Workforce Preparation Activities { rzsum

s, dress o)

3]

Page 226 of 346




“Workforce System Performance
WorkKeys/NCRC Remediation & Testing

Workshops .

Other/Notes: & Jun : cded
ﬁwﬁ ‘

{ Section 4 Shared Funding of Infrastructure

Per the US Department of Labor Emnployment and Training Administration:
“The specific requirementis for the local lunding agreements, which are related to how

the shared and infrastructure costs of the one-stop delivery system will be paid by the
one-stop partners, need not be satisfied in the funding agreements for PY 2016. States and
local areas may continue to negotiate local funding agreements as they have been doing
under WIA for the purposes of PY 2016. However, the local funding agreements must satisfy
the requirements of section 121(h) of WIOA for the purposes of funding the one-stop

system in PY 2017."  Source: (https://www.doleta.gov/WIDA/FAQs.cfm).

Formal cost sharing agreements will be in place within six months of the original signing date of
this MOU to identify the non-personnel costs of operating each Comprehensive One-Stop Center at
which the Division of Workforce Development (DWD), Wi0OA-funded staff and Partner Agency staff
are located and for delivering services. The finalized funding plan will require re-signing of the

MOU.
Currently, Job Center costs associated with the integrated service delivery model are shared among

partners located in each Job Center based on a ratio of DWD staff to WI10A staff. For other Partner
staff located in a Job Center, costs are shared based on square footage designated to that agency and

a portion of the comimon areas.

| Section 5 Shared Funding of Sexvices

All Job Center costs will be allocated to the program receiving the benefit, whenever possible. Any
costs associated to the integrated service delivery model that cannot be directly charged will be
allocated to WIOA Adult/W!I0A Dislocated Worker funding based on the proportionate share of
customers accessing services in the Job Center. This data is collected at the beginning of each
calendar quarter and used to allocate costs for the remaining calendar quarter.

| Section 6 Systematic Referral Process for Job Center Customers

Referrals do not imply automatic eligibility. The result of a referral is dependent on the eligibility
determination by each partner based on their unique program guidelines and fund availability. The
partners agree to conduct referrals for services in the following manner:

14]
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Pape | of 2

Job Center Cost Share

Clinton

Cost Sharing
Report For; March 2016

Percentages for Januaty to March 2016
DWD: 33.00% WD8: 67.00%

Busipet CAYD woa Remalning DWD Pard WIB PAID

Curajlatwe Cumulatye Buket

Exparddlbures Fapenditures
Fopier-Offics Funimiure $50.00 30,00 44768 $520352 % ogn & 37 44

Ecuilg RAM

l?rmrame 40,00 40.00 40,60 WL % co0 % 0.0,
ifiee Sugplles:KGCE £1,600.00 $0.00 $1, 106 4245814 % LY 1 12445
Teleccimmunicatian $4,030.00 $1,966.02 $1,000.43 757§ 84331 ¢ 267,05
Charge
Postame 4300.00 252,51 $a.0n $17.682 3§ Hn 4 0,60
Pisiage Heler Machine- $200.00 $71.65 0,00 442634 ¢ Dor  $ 0.00

Lilce Fum B Equip

Rerinl

Dearization $1,700,0D $0.00 $455.00 474500 % oae % 456.00
Marnlersias

[RentA titibes 31,0000 $18, 771,02 $11,249.04 $3,961.87 ¢ 4531 f 2105 20
Pentiag $0.00 $0.00 $0.00 .00 ¢ 200 4 .00
Fovord Cealricdzn- 40,00 000 $0.00 Q000§ ace 4% .00
taer Business Senvices

Fulfications 6 412500 $0.0 $78.75 $t6.25 4 anr o $ 0.08
Fulseriptions

IMerpretation Sorvies 10,00 $0.049 $0.00 {000 § oM % nho
by Predfessionst

[arvitns

Funcbanz Leador $15,000,00 $0,00 $30,074.50 §E452550 3 Do & 2566 70,
TOTALS 535,.125.00 $21,060.81 $44,745.21 323,309 % $1,627.08 $5,995.4)

NON-Job Certer Cost Share
DW/D Pald WIB PAIEY

Mistment § ogo & n.0d

htips:dwdfinnneialieporting ded.mo. gov/Grontees/NGCC nspx
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Copther-GaMs 3 0.0t k- 200
Coplar-MERS ] 0.00 % 0.00
Coyper-Office Furniture R Equip % 080 $ Q0>
R
Capler Youlh [3 000 13 040
Perzonal Services % cao $ 0.e0
Posiagi-Admin 3 0.00 § 0.00
Mstaga-GAMM 4 0.00 £} o000
Postage-HWA E o0 3 2.00
Postage NEG $ 0.0 H a.go
Pastage-Tiada § 0.0 4 [l )
Postage Vels £ 0.00 3 a0
Paztage-¥B 4 oan 1 0.0
Supplies-Ves $ ‘g.00 ¥ 0.0%
Tobaphtne-Moret $ 0.00 $ DoG
Trdesphitwe-WIN (1 0,00 $ oan
Traxka Relmiuesenient 4 0,00 ] 0.Go
eoatape-Youth ] 0.03 3 b.o0
TOTALS $0.00 0,00
DWD wDB
Amaount DWD owes of Cost $887.84 Amount WDB owes of Cost $0.00
Share experxiltures: Share expenditures:
Amocunt DWD owes of Non-Cost  $0.00 Amount WDB owes of Non-Cast 40,00
Share expenditures: Share expenditures:
DWD Reimbursement to WDB  $667.84 WDB Relmbursemert to WD $0,00
Amount: Amaunt:
Running Total of Avallable Cash  $3,635.90 Cumudative Amount WDB Owes  $7,373.36
Requests: to DWD:

hups:fAdwdtinancialreponting. ded.mo.gov/Grantees/ NGCC.nspx
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Copler-GAMM $ .00 H 0.20
Cogler-MERS 4 0.3 H 000
Copler-Offioe Furnlhze & Bpap 4 0.0 g 0.00
REM
Copier-Youth $ (1] t a0
Persenif Services § 0 0o $ .60
Pred Akt $ .00 EH 0o
Puestipe-GAMM ) 0.00 $ LT
fostage MWA $ 0.0 3 0.00
PoslageNEG $ 0.00 $ oD
Prsdage- Trnde $ oo 3 900
Postage-Vets ¥ 0.00 $ 0.00
Posione- Wi $ 0.00 1 0.00 J
Suppies-Vods $ .00 3 ocd
Tedephane-Monedy ] 0.00 3 8.00
Tologhore WiB $ .00 $ 000
Trade Relménesomoit H 0,00 $ 0.00
Pestage Youth % 0.8 ¢ 000
TOTALS .60 10,00
Dwo whe
Amount DWD owes of Cost §176.62 Amoant WDB owes of Cost $0.00
Share expenditures; Share expenditures;
Amount DWD owes of Non-Cost  $0.00 Amaunt WDB owes of Non-Cost  $0.00
Share expenditures: Share expenditures:
CWD Reimbursement lo WDB  $176.62 WDB Refmbursement to DWD  $0.00
Amount: Amount:
Running Total of Avatlabie Cash 43,929,823 Cumulative Amount WDB Owes  $156.11
Reguests: o DWD:

hitps:dwdfinancisireporting ded mo.gov/Grantees NG CCLaspx
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WORKFORCE DEVELOPMENT BOARD
OF WESTERN MISSOUR], INC.

West Central Region
By-Laws

ARTICLEI  Board Name

The Board shall be known as the Workforce Development Board of Western Missouri, Inc.,
incorporated under the general not-for-profit faws of the State of Missouri. The Workforce
Development Board of Western Missouri, Inc., is exempted from taxation under the Section 501
{c) (3) internal Revenue Code.

ARTICLE Il Board Purpose

The Board is designated by the Chief Elected Officials to serve as the Grant Recipient and
Fiscal Agent to develop, establish, and maintain a streamlined local employment and training
One-Stop delivery system in the area that comprises the West Central Region, Workforce
Investment Area 4,

The general purpose of the Board is to:
» Develop the local workforce investment plan; and conduct oversight of the One-Stop
system, youth activities, and employment and training activities under Title | of the

Workforce Investment Act, in partnership with the Chief Elected Official;

+ Select the One-Stop operators with the agreement of the Chief Elected Official and
may terminate the eligibility of the operator;

« [dentify eligible youth providers using a competitive basis and based on the
recommendations of the Planning and Operations Committee in consuitation with the
Youth Task Force:;

+ |dentify eligible providers of adult and dislocated worker career services and training
services;

» Maintain a list of eligible service providers;

s Develop a budget for the purpose of carrying out the duties of the Workforce
Development Board with approval of the Chief Elected Official;

* Negotiate on local performance measures with the Chief Elected Official and the
Governar,

« Coordinate workforce investment activities with economic development strategies
and develop employer linkages;
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» Promote private sector involvement in the statewide workforce investment system
through effective networking, brokering, and coaching activities through
intermediaries to assist employers in meeting hiring needs;

e Appoint the Youth Task Force in cooperation with the Planning and Operations
Committee;

¢ Conduct regional planning activities as appropriate; and

s Conduct business in an open manner as required by Sunshine provisions.

ARTICLE lil Board Authority

Section 1. Establishment

The Board is established-in accordance with the Workforce Innovation and Opportunity Act and
its rules and regulations and any amendments thereto. Hereafter the Workforce Development

Board of Western Missouri, Inc., shall be referred to as “Board,” and the Workforce Investment
Act as “WIOA.”

Section 2. inurement of Income

The Board shall not inure to the benefits of, or be distributable to, its members, officers or other
private persons except that the corporation shall be authorized and empowered to pay
reasonable compensation for the services rendered for any part of net earnings of the
corporation.

Section 3. L egislative or Political Activities

The Workforce Development Board shall not attempt to influence legislation. The Board shall
not participate in any political campaign on behalf of any candidate for public office.

Section 4. Operational Limitations

Notwithstanding any other provisions of these articles, the Board shall not carry on any other
activities not permitted to be carried on [a]by a corporation exempt from federal income tax
under Section 501 (c) (3) of the Internal Revenue Code of 1954 (or the corresponding provision
of any future United States Internal Revenue Law) or [b] by a corporation, contributions, to
which are deductible under Section 170 (c) (2) of the Internal Revenue Code of 1954 (or the
corresponding provision of any future United States Internal Revenue Law).

Section 5. Dissolution Clause
Upon the dissolution of the corporation, the Board shall, after paying or making provisions for
the payment of all the liabilities of the corporation, dispose of all assets of the corporation

exclusively for the purposes of the corporation in such manner, or to such organization that shall
at the time qualify as an exempt organization or organizations under Section 501 (c) (3) of the
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Internal Revenue Code of 1954 (or the corresponding provision of any future United States
Internal Revenue Law), as the Board shall determine.

ARTICLE IV Board Structure

Section 1. Board Composition

The Board shall be comprised of at least the minimum number of federally mandated agency
partners, as well as the required number of private sector business partners to maintain a
quorum. All private sector members shall be;

nominated by local business organizations and trade associations
recommended by their County Chief Elected Official

approved by the Personnel and Nominating committee

appointed by the Chair of the Chief Elected Officials, and

certified by the Governor of Missourt.

All shall be selected/nominated and appointed in accordance with governing federal and state
laws and related regulations.

Section 2. Term of Office

Each Board member’s term shall be for two years.

Section 3. Reappointment and Vacancies

Board members are eligible to be reappointed, but reappointment must be in accordance with
WIOA regulations. In the event a vacancy occurs during the term of an appointment, Officer

vacancies shall be filled by appointment by the Chairperson and confirmed by a vote of the
Board.

Vacating members may participate in an advisory capacity to provide knowledge and

experience to the Workforce Development Board regarding area workforce issues. Members
participating as an Advisory member will not be eligible to vote.

Section 4. Meeting Attendance Requirements
Any private sector Board member absent from three (3) consecutive Full Board meetings will be

terminated from the Board, provided that notice of tentative termination has been given prior to
the third meeting. (Terminated board members may be reappointed to the board by the CEO).
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ARTICLE V. Board Meetings

Section 1. Regular Scheduled Meetings

The Full Board shali meet on a bi-monthly (every other month} basis and on the fourth
Wednesday of that month. The months of September, November, January, March, May, and
July will be Full Board meeting months. The Executive Committee wiil hold meetings on the
alternate months and report proceedings to the Full Board. Any Board member may attend the
Executive Committee meetings. The Chairperson may call for a Full Board meeting on any
alternate month as deemed necessary to conduct official business.

Section 2. Special Meetings

Special meetings may be called at any time by the Chairperson or one-third of the total Beard,
excluding vacancies. The notice of such meetings shall be served by the Chairperson.
Depending on time requirements, this notice may be by mail or personal contact. Only the
business referred to in the notice may be considered at special meetings.

Section 3. Allowable Compensation

Board members, with the exception of One-Stop partners and Advisory Board members may be
compensated for mileage and conference/training expenses while conducting business on
hehalf of the Workforce Development Board of Western Missouri, Inc. One-Stop partners will
follow their normal channels of expense reimbursement for job-related duties within their funding

system.
Section 4. Quorum

Fifty-one percent of non-vacant seats on the Board must be present and-fifty-one percent of the
total membership present must be from private sector seats to constitute a quorum for a Full
Board meeting.

Section 5. Proxy

Voting by proxy is not permitted at Full Board meetings or Committee meetings.
Section 6. Board Minutes

Board members representing the One-Stop Operators and/or providers or contractors of career
services and/or training services for the Workforce Development Board, and who, by virtue of
either their direct employment or Board membership affiliations, are prohibited from any
discussions or actions that may promote or discourage funding or non-funding or voting on any
matter which would provide direct financial benefit to that member or his/her affiliated
organization or that would otherwise affect the distribution of funds among the providers of
workforce services. Abstentions shall be reflected in the minutes. If any other member is
impacted by a decision in which he or she might receive direct financial benefit, that member is
bound by the same conflict of interest provisions as heretcfore described.
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The Board shall keep for each meeting, written minutes which include a record of votes on all
motions. Minutes of the previous meeting shall be distributed to all members before the next
meeting, and shall be made available to the public upon request.

Section 7. Annual Meeting

The July meeting shali be known as the Annual Board meeting.

ARTICLE VI. Board Officers

The officers of the Board shall consist of a Chairperson, Vice Chairperson, Secretary, and
Treasurer.

Section 1. Nomination of Officers

The Personnel/Nominating Committee shall be charged with nominating a slate of officers from
the Board membership. Notification of the slate shall be mailed to the Board at least ten days
prior to meeting where an election wiil be held (i.e. May or to re-fill vacancies). The
Personnel/Nominating Committee shall also present the recommended slate at the general
session of the Full Board meeting. After the Personnel/Nominating Committee’s slate has been
presented to the Full Board, additional nominations can be made from the floor.

Section 2. Election of Officers

All officers wili be elected by a simple majority of those present. Vote will be by secret ballot.
Section 3. Duties of Each Office

The Board shall use the following chain of command in all cases where necessary. The chain
of command shall be Chairperson, Vice Chairperson, Treasurer, and Secretary. This chain of
command will apply to any situation where one or more of the officers are either absent from
meetings, vacated their office, or cannot be located when needed.

Chairperson: The Chairperson shall preside at all meetings of the members of the Full Board,
shall appoint committees to accomplish tasks which are the responsibility of the Board, shall
sign legal documents on behalf of the Board, shall prepare the Board meeting agenda in
counsel with the Executive Director, and shall perform such other duties as may be prescribed
by the Board. The Chairperson shall be selected from among the private sector members of the
Board. The Chairperson shall be bonded for faithful discharge of his/her duties, the sum and
surety of which the Board shali determine. The cost of any such bond shall be paid from WIOA
funds.

Vice Chairperson: In the temporary absence of the Chairperson, the Vice Chairperson shall
have all the powers of and be subject to all restrictions upon the Chairperson, and shall perform
such other duties as may be assigned to him/her by the Chairperson or by the Board. The Vice
Chairperson will serve as the Chairperson of the Executive Committee. The Vice Chairperson
shall be selected from among the private sector members of the Board.
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Treasurer: The Treasurer shall be the person responsible for monitoring and oversight of the
fiscal responsibilities of the Workforce Development Board and for assuring that monies are
deposited in depositories selected by the Board. The Treasurer shall be an ex-officio member
of the Finance/Audit Committee. He/she shall perform such other duties as may be assigned to
him/her by the Chairperson of the Board. The Treasurer shail be bonded for faithful discharge
of his/her duties, the sum and surety of which the Board shall determine. The cost of any such
bond shall be paid from WIOA funds.

Secretary:  The Secretary shall be responsible for the minutes of the meetings of the Board,
shall see that all notices are duly given in accordance with the provisions of these by-laws or as
required by law, shall sign such instruments with the Chairperson or other officers as may be
required and shall perform such other duties as may be assigned by the Chairperson of the
Board. The Secretary shall also serve as the Parliamentarian.

Section 4. Term of Officers

Officers will be elected biennially, and the term of office will be two years. Board members have
a limit of one term for any one office. Members may not serve consecutive terms for the same
position. An officer’s official term will begin the first day of July.

Section 5. Removal from Office
Any officer may be removed from office by a two-thirds vote of the Board, excluding vacant
seats, whenever in the Board's judgment the best interests of the Board will be served by such

action. Such removal shall be without prejudice to the contract rights, if any, of the person so
removed.

Section 6. Officer Vacancies

A vacancy in the office of Chairperson shall be filled by the Vice Chairperson for the remainder
of the term. Other officer vacancies shall be filled by appointment by the Chairperson and
confirmed by a vote of the Board.

Section 7. Muitiple Office Holding

No Board member shall hold more than one office at any one time.

ARTICLE VIl Executive Committee

Section 1. Compaosition

The Executive Committee shall be composed of the four Board Officers and the Chairpersons of
the three other standing committees. The standing committees are Planning/Operations,
Finance/Audit, and Personnei/Nominating.

Section 2. Functions and Powers
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The Executive Committee shall have the authority to act on business for the Board, which must
be completed prior to the next reguiar Board meeting. Other business items may be assigned
to this committee by the Chairperson or the Board for their review and recommendations. This
committee will report to the Board denoting action taken or committee recommendations. The
Executive Committee Chairperson may cancel the regularly scheduled Executive Committee
meeting if it is determined that there is insufficient business to be conducted by the Executive
Committee.

ARTICLE VIlI Committees (Excluding Executive Committee)

Excluding the Executive Committee, there shall be three standing committees and as many

Ad Hoc Committees as necessary to conduct the business of the Board. All committee
members shall be appointed by the Chairperson annualily and approved by the Board. The
Finance and Audit Committee will meet at ieast quarterly, and all other committees will meet as
needed.

Section 1. Planning/ Operations Committee

The Planning/Cperations Committee shall assist in designing the planning/oversight process,
review and approve the monitoring system developed by the staff, make recommendations to
the Board on monitoring criteria and performance measures, review reports on program
performance, and review corrective action reports. This committee oversees and consuits with
the Youth Task Force. The Planning/ Operations Committee shall report meeting results to the
Full Board and make appropriate recommendations, as applicable to conduct business.

Section 2. Finance/Audit Committee

The Finance/Audit Committee shall review the Workforce Development Board’s financial
management system, budgets, program costs, and the Workforce Development Board’s
subcontracts to ensure that costs are necessary, reasonable, and within appropriate cost
categories. This Committee shall review the state of Missouri generated fiscal monitoring and
audit reports, and inform the Board of the fiscal or financial status and levels of compliance.
This committee shall also have the responsibility of seeing that a Fiscal Operations Manual is
prepared and adhered to. This manual shall include all financial operational procedures
including the audit process. The Finance/Audit Committee shall report meeting results to the
Full Board and make appropriate recommendations, as applicable to conduct business.

Section 3. Personnel/Nominating Committee

The Personnel/Nominating Committee shall prepare a slate of officers to be presented to the
Board as their recommendations. This slate of officers shall be mailed to all Board members at
least ten days prior to the election meeting. The Committee will also present their slate to the
Board at the general session of the Full Board May meeting. The Committee Chairperson or
his/her designee shall conduct the election portion of the Full Board meeting. The Personnel
and Nominating Committee shall report meeting results to the Full Board and make appropriate
recommendations, as applicable to conduct business.
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Section 4. Ad Hoc Committees

Committees appointed by the Chairperson for specific tasks shall be considered dismissed as
soon as final action is taken by the Board. The Ad Hoc Committee shall report meeting resuits
to the Full Board and make appropriate recommendations, as applicable to conduct business.

Section 5. Special Sub-Committee

The Chairperson, Vice Chairperson, Personnel/Nominating Committee Chairperson, and
FinancefAudit Committee Chairperson or their designated representative shall compose a
special sub-committee for the purpose of reviewing staff positions and salary recommendations
annually. This sub-committee shall additionally evaluate the administrative performance
appraisal process and the interview and selection process for professional level staff.

Section 6. Youth Task Force

The Youth Task Force is an advisory committee to the Board for youth activities. This task force
will consist of members of the Board and other community members with expertise or an
interest in youth services. This committee is responsible for assisting in the development of the
Plan relating to eligible youth. This task force may suggest and coordinate youth activities
authorized by the Act and other duties deemed appropriate by the Board. The Youth Ceunsil
Task Force will be appointed by the Board in cooperation with the Chief Elected Official as
required by law. The Chairperson of the Youth Task Force must alse be a member of the
Workforce Development Board of Western Missouri, Inc.

The purpose of the Youth Task Force is to provide expertise in youth policy and to assist the
Planning and Operations Committee in accordance with federal regulations.

The Board will retain the responsibility for conducting oversight of local youth programs
operating under federal law to ensure both fiscal and programmatic accountability. The Youth
Task Force shall report meeting results to the Planning and Operations Committee and make
appropriate recommendations, as applicable to conduct business.

ARTICLE 1X _Executive Director

The Workforce Development Board of Western Missouri, inc., shall hire an Executive Director
who shall be responsible for the overall operation of Board activities. The Executive Director
shall hire and release staff as necessary. The Board Chairperson and Chair of the
Personnel/Nominating Committee shall be notified prior to the release of staff. The Executive
Director shall make a report to the Board and the Executive Committee monthly or as
requested.

ARTICLE X Parliamentary Procedure

The rules contained in the current edition of Robert’s Rules of Order shall govern the Board in
all cases to which they are applicable and in which they are not inconsistent with these by-laws
and any statutes applicable to this Board.

Page 251 of 346




ARTICLE XI Amendment of By-Laws

The Board by-laws may be amended and new by-laws adopted at any meeting of the Fuil
Board. However, for new by-laws to be adopted, the following must occur prior to voting on
adoption. Whitten notice of the proposed change must be sent to all Board members at least ten
days prior to the Full Board meeting when the change will be discussed. The actual voting of
this change will be taken at the next general meeting following the discussion meeting. A
change in the by-laws requires a two-thirds vote of the Board excluding vacancies.
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BY-LAWS
CHIEF ELECTED OFFICALS CONSORTIUM

WHEREAS, the Counties of Bates, Benton, Carroll, Cedar, Chariton, Henry, Hickory, Johnson,
Lafayette, Pettis, Saline, St. Clair, and Vernon in the State of Missouri (here in after, the
Counties). have duly represented themselves to be the Western Missouri Workforce Investment
Region Consortium (hereinafter, the Consortium); and

NOW, THEREFORE, the Consortium does hereby adopt the following bylaws:

ARTICLE |. Consortium Establishment

SECTION 1. Purpose: This Consortium does hereby constitute themselves to be a consortium
for the purposes of working in partnership with the local board to carry out the responsibilities as
outlined in the Workforce Innovation and Opportunity Act.

SECTION 2. Membership: The Chief Elected Officials (hereafter, the CEOs) or their designees
of the thirteen counties shall constitute the Western Missouri Workforce Investment Region
Consortium.

ARTICLE Il. Consortium Structure

SECTION 1. Composition: The Consortium shall be governed by 13 members, which shall
consist of the Chief Elected Officials of each member county or the designee thereof, as
provided hereinafter.

SECTION 2. Alternative Representation. The Presiding Commissioner may appoint an
Asscciate Commissioner from their county to attend and vote in their absence. Written notice of
the appointment must be sent to the Chair of the Consortium prior to the meeting to be

attended.

SECTION 3. Election of Officers: The Consortium shall at its annual meeting in July elect from
its membership a Chairperson, and a Vice Chairperson to serve for a term of one year or until a
successor is elected and qualified. All officers shall be Presiding Commissioners. The
Chairperson shall appoint a Board Clerk. Vacancies shall be filled by election for the remainder
of the unexpired term. Proxy voting shall not be allowed for the election of CEO Consortium

officers.

SECTION 4. Duties of Each Office: The Chairperson shall preside over the meetings of the
Consortium. The Vice Chairperson shall perform the duties of the Chairperson in his or her
absence. The Board Clerk shall be responsible for the recording and distribution of all minutes
of the Consortium.
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ARTICLE lll. Consortium Meetings

SECTION 1. Parliamentary Procedure: Robert's Rules of Order shall govern the procedures of
the Consortium insofar as they do not conflict with applicable law or administrative rules.

SECTION 2. Quorum, Voting and Proxy Voting. Quorum shali constitute seven (7) of the
thirteen (13) members of the Consortium. All actions of the Consortium shall be approved by a
simple majority of established quorum. In the case of a tie vote by members present, the Chair
(of the meeting) shall break the tie. Proxy Voting shall not be allowed at any time.

SECTION 3. Meetings and Notices: The Consortium shall meet a minimum of three (3) times
during each calendar year, the dates of which shalil be determined by the Consortium. Meetings
may be attended in person, via telephone conference call or by electronic media. The
Consortium Clerk shall provide meeting notices, copies of the previous meeting’s minutes, and
an agenda of any business to be discussed to all Consortium members at least 10 calendar
days prior to the date of each meeting. All records of the Consortium shall be kept at the office
of the WDB in custody of the Consortium Clerk.

ARTICLE IV, Consortium Functions and Powers

SECTION 1. Grant Recipient: The Consortium will serve as the local grant recipient for the
region’s Innovation and Opportunity Act funds and shall be held liable for any misuse of such
funds. While the Consortium may designate an entity to serve as local grant sub-recipient and/
or as local fiscal agent, such designation shall not relieve a CEO of the liability for any misuse of
grant funds. -

SECTION 2. LWDB Appointments: On Behalf of the Consortium, the Chairperson will receive

member nominations and recommend to the Governor the appointments of members to the
Local Workforce Development Board in accordance with State and Federal criteria.

SECTION 3. Policy: The Consortium will set policy for the local workforce system in partnership
with the Local Workforce Development Board. ,

SECTION 4. Local Plan: The Consortium will participate in the development of the local plan
and any modifications thereto in partnership with the Local Workforce Development Board.

SECTION 5. Program Oversight: The Consortium will conduct oversight, in partnership with the
Local Workforce Development Board, of local Youth, Adult and Dislocated Worker programs.

SECTION 8. Budget Approval: The Consortium will approve the budget developed by the Local
Workforce Development Board for carrying out the Board's duties.

SECTION 7. Performance Negotiation: The Consortium will participate with the Local Workforce
Development Board in local performance negotiations.

SECTION 8. Other Duties: The Consortium will perform any other duties or obligations
conferred upon the Chief Elected Officials as designated under the Act.
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ARTICLE V. Amendment of By-Laws

The Consortium by-laws may be amended and new by-laws adopted at any Consortium
meeting. However, for amended and/or new by-laws to be adopted, the following must occur
prior to voting on adoption. Written notice of the proposed change must be sent to all
Consortium members at least fifteen days prior to the Consortium meeting when the change will
be discussed and voted on. A change to the By-Laws will require a simple majority of the
quorum.

ARTICLE VI. Ratification

The by-laws shall be effective upon adoption by a two-thirds vote of the Consortium members at
a meeting called for such purpose.

ARTICLE VIl. Dissolution

The Consortium may be dissolved and the Consortium Agreement and By-Laws may be
rescinded only with the consent of the quorum of the Consortium.
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References:

s  WIOA Public Law 113-128 Section 101{f} — State Board Conflict of Interest

s  WIOA Public Law 113-128 Section 102(b)(2)(E} — State Plan Conflict of Interest Assurance

s  WI]OA Public Law 113-128 Section 107(h) — Local Board Conflict of Interest

s  WIOA Public Law 113-128 Section 121({d}{4} — One-Stop Operators

¢  WIOA Proposed 20CFR 697-430

¢  WIOA Proposed 679.130{f){1) through {3} — State board must use criteria to certify One Stops to
avoid inherent conflict of interest

»  WIOA Proposed 20 CFR 679.410 {a){3) and (3) — Local board must aveid inherent conflict of

interest

* WIOA Proposed 20 CFR 679.430 — Entities performing multiple functions

¢  WIOA Proposed 20 CFR 683.200@(5) — Administrative Rules, Costs, Limitations — Title [ WIOA
and Wagner-Peyser

¢ 29 CFR97.36{3)

s 2 CFR 899 Part 200 and Part 2900 — Office of Management and Budget Uniform Guidance on
administrative, cost, and audit provisions for federal grants

s Revised Code of Washington (RCW) 42.20.070 — Misappropriation and falsification of accounts
by a public officer

s RCw 42.20.080 — Other violations by officers

s RCW 42.52.160 - Use of persons, money or property for private gain

s Employment Security Department WIOA Policy #5405 Conflict of Interest
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Workforce Development Board of Western Missouri, Inc.

Conflict of Interest Attestation Form

Any and all of my direct or indirect interest which constitute conflict of interest
include:

FOCGOOCOOCXOOCOK XX XX Date
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Adult/DW Participant Review Career Center

West Central Region
Career Service

Participant Name: App ID:

Core Enrollment Date:

Aduit: Dislocated Worker:
ELIGIBILITY
Category ¥/N | Date and/or Type Category Verified

Membership Completed Name

Mailing Address
Complaint & Grievance Sacial Security Number / Pseudo
Note

Citizenship/Work Authorization
Assessment Testing | Gender

Individual With Disability
Countable Service [ Homeless

Ethnicity Hispanic/Latino

Race

Eligible Veteran Status
Employment Status at Participation

Low Income Status

Other Public Assistance (Food
Stamps/SSl}

TANF

Date of Birth verified by staff

Reviewer Comments:

Reviewer Name: Date of Toolbox Review:
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WI0A OJT MONITORING WORKPAPER Revised December 14, 2015,

20158
Name AppiD
Reviewer Region
Date
Career Elipibillfy
1. Was an automatic CAREER enrollment created scconding to the guidanee in DWD lssuance 01-2015
{Auto Fnroltment Poliey)? O Yes ONo
2. If this is a Show-Me Heso OJT, is there documentation of Militory Scparmtion within one year?
O Yes OO No ON/A
3. Is the Age and Citizenship for the WIOA Aduli/Dislocated Core cnroliment docunented with a MO
Driver/Non-Driver license? [ Yes O No
4, 1M not, is these hard documentation for age and citizenship? D Yes O No
{17 DOB verification is done by other means tha a MQ DL, hard documentation st he present in the file
when adwmcing to Infensive and Training services)
5. Is Veteran status {if applicablc) documented? O Yes ONo ONA
What documentotion wasuwsed?
6. s Selective Service Registration docwnented in Toolbox “Eligibility™? O Yes ONo ON/A
7. “Is unahle to achicve self-sulficiency after carcer services™ box checked *yes™ in the Eligibility Tab in
Toolbux? O Yes OO No
A) Adul
1} Is Low Income status documented? O Yes O No
What documentation was used?
B) Dislocated Worker (SEE ATTACHMENT FOR CATEGORICAL ELIGIBILITY)
8, WIOA Complaint & Grievance (DWD-121) & Equnl Opportunity Notice (DWD-120) O Yes OO No

{1 Employment Plan; DWD Issuance 05-201§

L

Are the participant's employmenl/training goals and achicvement objectives
established and documented for both short-term and fong-term? O Yes O No

Does the plan ouline an appropriate combination of scrvices for the participant fo

achieve the cmployment goals? O Yes O No
At the goals supporled by assessment, carcer counseling, or vocational
) 0 Yes O No

exploration activitics?
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Q
u
[§]

Are reasonable and neccssary o participate in Title Taclivities

Are unable to oblain Supportive Seevices themselves or vin their suppor network (Nees-Based

Analysis)

Are unable 1o obtain Supportive Services through other programs including community agencies thal

provide these services
Ate poperly documented on B

Scrvice note containing: Type of 8, amount, timeframe, justification and lack of olher resources

Follow locat plan

OJT Aprecment (Contract) Minimum Requlremenis

1, Employer contagt information including FEIN or UF account nunber O Yes ONo
2. “Training operator contact information O Yes ONo
3. Beginning and cnding date of the OJT Program Agreement O Yes ONo
4. Number of workers provided full-time employment under the OJT Program Aprecment O ¥Yes O No
5. The ttal fixed prive of the OJT Program Aprecment O Yes ONo
6. Employer Attestution of Workforee Status O Yes O No
7. Concurrence of the Collective Bargaining Agent (il applicable) 0O Yes OO No ONA
8. L-Verify emrollment documentation with a afTidavit of work authorization 0O Yes ONo
9, QIT Program Agreement General Assurances O Yes ONo
QT Training Flan Mininwm Requirements
1. Nume of Participant O Yes O Neo
2. 'Toolbox Applicant 11D or last four digits of Social Security number 0O ¥Yes ONo
3. Occupation O Yes LI No
4, O*Nct Cinle O Yes ONe
5. SVPrange O Yes ONo
6, Starting and ending dates of training O Yes ONo
7. Number of hours per week traince will work O Yes ONo
O Yes ONo

Initial wage rate and scheduled rmises (if any)

O wape and the percentage of reimbursement (cannot exceed 50% unless approved by DW1 OJ'F

Program Coordinator)

O Yes O No
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10, Maximum OJT obligation antoum O Yes I No

1. Name or job tide of person responsible for training O Yes O No

12. A job description and training oulline that clearly reflects what the participani will fearh and length of

the purposed training 0O Yes ONo

13. A list of specific skills or 1sks the employer agrees (o provide to the participant O Yes O No

14, Signature of traines and dite B Yes ONo

15. Signature af employer/trainer and date B Yes ONo

Conunents:

In Determining the Appropriate Length of the Contract, Were the Following Considered:

I. The skill reguirements of the occupation O Yes O No

2. The academiv and cccupationa] skill level of the participant O Yes O No

O Yes ONo

3. Prior work experience

-

4. The gap between the skills needed for the occupation and tho panicipont’s carrent skills? O Yes O No

5. 'The participant’s Riuployment Plan (EP) 0O Yes ONo

Comments:

Does the File Contain Any Documentation thaf the Local Program Operator hay Periormied On-Site

Monitoring to Fvaiuate the OJT Contraci? I So, Were There Anp Concerps? (For program compliance, on-
sile monitoring of each trainec must vceur at a minimum at mid training and upon completion. During on-site
monitoring, atsinment of the skills documented in the training plan must be notuted either within the Service
Notes, Monitoring Form or the Training Plan,

Comments:

Does the Fite Contain Monthly Progress Report/Invoices? O Yes O Ne
Are the Invoices Signed hy Both the Employer and the Participant? (May only be signed by emplayer if

fimeshects are gigned by participanl and reconciled in invoice.) O Yes O No
Iy the enroliment posied 1o the Exit Snapshot with the correct dute? (NEG/DW) O Yes O No

ATTACHMENT
4
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8]

WIOA Dislocated Worker File Checklist
Category A ~ Permanent Layoff or Termination *

Unemployment Insurance Worker Profiling Participant (If Profiled, next 4 items do not need to be
documented.)

Trade Act Purdicipant {}f 'Frade Act, next 3 flems do not need 1o be documentcd.)
Layofi/Termination Sfatus
Unemployment Insurance Status

Unlikely to Return to Previons Occupation

WIOA Dislocated Worker File Checklist
Category B ~ Plant Closure or Substantial Layoff *

Plant Ciosure or Substantiai Layolf

Employed at Time of Layeff

WI0A Dislocated Worker File Checklist
Category C — Dislocated Self Employed *

Evidence of Seil Employment

Evidence of Busincss Fajlure

WIOA Dislocated Worker File Checklist
Category D — Displaced Homemaker *

1ins Been Dependant on the Income of Another Family Member
15 No Longer Supported By That lucome

Unemployed or Underemployed

£See DWD Issuance 01-2015, and/or 20-2013 Tor specilic sccepisbie documentation

Notes:
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Services

Objective Assessiment (611) {required and posted in Toolbox) 1 yes @ no

Was an sssessment developed by anather education or aining entity used to mect the OA
reguiremient? o yes O no

Was it provided within the last six menths? oyes nino  #in/a

Formal Asscssment Tools Used;

For out of schoa! youth only: Was there an assesament of Basic Skills including Reading, Math, and
Languoge? myes ono  Onfa

Was the participant determined Basic Skills Deficient in any of the three arcas?  uiyes nno  on/a
Was there an Assesament of:

Basic Skills Dyes Dno mnfa

Cecopationa! Skills oyes nno nof

Prior Work Lixpenience Gyes ono an/a

FEmploysbility cyes rino  ©iafa

Interests Oyes o minf

Aptitudes tyes Uno 0 nd

Supportive Scrvice Needs  oyes ane un/a

Developmenta) Needso ves one i nfi

Individual Service Strategy (612) (required nnd posted in Toolbox}) oyes Lno

Were services planned to adiiress the Youth's barriers and goals identified during the Objective

Assesament? Oyes 0o

Docs the 1SS identify o career pathwuy based on the participant's training and employent goals, and is it
linked e one or more the perfonmance indicators listed in WIOA Section 116(B)2KA)(H)? ¢ yes @ no

Does the ISS sddress all barriers identified in the Objective Assessment? ©1yes pDno

Dues the record contain documentalion or notes fo record the Youth's progress toward reaching the IS5 goals
and progression of services? noyes ono

Does the reeond comdain noles to document the need for and delivery of udditional services? F1yes R0
Does the record contain notes (o document repular contacts with the Youth? riyes ©no
2
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Revised December 14, 2015
3001 Adult & Dislocated Worker Monitoring Workpaper

Name ApplD
Reviewer Reglon
Date

“areer Elipibifity

1) Was an autornalic CAREER caroliment created according to the guidance in YWD Issuance 012015
{Auto Enroliment Policy)? O Yes O No

2) Is the Age and Citizenship for the WIOA AdulyDislocated Career enrollment documented with a MO
Driver/Non-Driver license? O Yes ONo

33 I not is there hard documentation for ape and citizenship? O Yes O No
(if DOR verification is done by other mewns tha o MO DE, hard docwtreniation swist he present in the file
when aivaricing to Training services or those Coveer services that require Training-level eligibllity

documentution),

4) 1s Veteran status (if applicable) documented? 0O Yes ONe ON/A

What docuntentation was usesd? _

%) Is Selective Service Registration documenied in Toplbox “Eligibiliy™? 0 Yes ONo ONA

6) WIOA Compluint & Grievance (DWD-121) & Equal Opportanity Notice (DWD-120) O Yes ONo
7y “Is unable to achicve self-sufficiency after Cavecr services™ box checked “yes™ in the Eligibility Tab in

Toolbox? O Yes ONe

A) Aduly
1) Is Low Income status documented? O Yes O No

What documentation was uscd?

B) Diglogated Worker
¢ (SEE ATTACHMENTS FOR CATEGORICAL ELIGIBILITY)

Training Scrvices
11 Is the troining provided through an appropriate IT'A mechanism and printout in file? O Yes O Ko

2) I3 the training program approved on the ETPL and printout in file? O Yes O No

3) Has the participant applied Jor o Pell Grant? [f'a Pell Grant was awarded, were appropriale budgeting
and coordination armngements made? O Yes O No

4) 1If training is completed, has the attainment of the depres, certificate, diplonw, or

credentinl been documered? 0O Yes O No ON/A
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Reviewer's Signature Date(s) of Review

A.

N

10.

b.

C.

FINANCIAL COMPLIANCE REVIEW

ADMINISTRATIVE AND FINANCIAL CONTROLS
ORGANIZATIONAL INFORMATION

Name of Organization

Fiscal Year beginning/ending dates

ACCOUNTING AND REPORTING
ACCOUNTING STRUCTURE YES

Is the system a self-balancing, double-entry system recording
assets, liabilities, fund balances, revenues, and expenses?

NO

Is there source documentation to support accounting records?

Does the system prevent over-expenditures?

Is there a regular comparison of actual expenditures to

budgeted amounts for each contract?

Does the Subcontractor have & written accounting

procedure?

Does the written accounting procedure cover all functions
or processes of the accounting system?

When were the accounting procedures last revised?

Does the system in the Subcontractor written accounting
procedures directly affecting tasks conducted under WIA
agree to applicable Uniform Guidance or more restrictive
WDB local policy?

Are WIOA costs consistent with other non-federally sponsored
programs?

Does the Subcontractor have a copy of the:

a. copy of the Workforce Innovation and Oppertunities
Act (WIOA)Y?

copy of WIOA Federal Regulations?

WDB contract requirements?
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11.

12.

d.

6.

the month following the end of the quarter?

7.

10.

11.

b.

Does the contracting agency pay for legal expenses of
an attorney on retainer?

If yes, how does the subcontracting agency determine if WIOA is part of his general responsibility?

REPORTING YES NO

Are Contract Progress Reports submitted by the 5th day
of the month or as required by contract?

Has the Subcontractor determined that stand-in costs
have been incurred in accordance with WIOA regulations?

Are Stand-in Cost Reports submitted by the 5th day of the
month or as required by contract?

For a reporting period (one month) of the current fiscal year,
can Stand-in Costs Reports be traced to the Trial Balance?

Are the Stand-in Costs reported:
by funding source?

by activity?

for the correct program year?

other?

Are Program income Reports submitted by the 5th day of

Is Program Income accounted for by funding source and
reported accordingly?

Are Cash Drawdown Requests prepared monthly and
submitted by the 5th day of the month or as required by
contract?

Do Cash Drawdown Requests agree to actual expenditures
for the month?

if cash advances are requesfed, are they allowed by contract?

Tracing the Contract Progress Reports directly to the accounting system:

For a reporting period (one month) of the current fiscal year, track Contract Progress Reports to the subcontractor
accounting reports for current expenditures. Note any differences on a separate schedule, named Attachment

ILB.11.a.

Trace year-to-date expenditures on the Contract Progress Reports to the year-to-date accounting reports. Note any

differences and program budgets reviewed on a separate schedule, named Attachment I1.B.11.b.

12.

Give a brief explanation of what was reviewed and note preblem areas or areas of non-compiiance with the WIOA,

the WIOA applicable regulations, or applicable OMB Circulars. Attach a separate work paper, named Attachment I1.B.12.
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4.

ALLOWABLE/DISALLOWABLE COSTS YES NO

Is the person approving payment reviewing each document
for allowability?

Are copies of the applicable Uniform Guidance for administrative
requirements and cost principles availabie to the person
conducting the review?

Is the person approving payment initialing or signing for
payment approval?

Does the person approving payment clearly have the
authority to do so?

At what point in the accounting process does this review take place, and by whom?

COST ALLOCATION YES NO

Is there a formal written allocation plan?
Attach a copy of the written plan as Attachment I1.D.1.

Do the transactions posted against each of the contracts
or funding sources meet the cost limitations within the WIOA,
WIOA applicable regulations, and the WDB contracts?

Review the allocation system established by the Service Provider to allocate costs within the cost categories for

each funding source. Describe the allacation procedure including
whare it is found and the basis for the allocation, Complete a sample review of one marnith of the cost allocation

system. Attach as a separate work paper named Attachment 11.D.3.

Examine expenditures by testing transactions against the cost categories and cost limitations in the WIOA, WIOA

applicable regulations, and WDB contracts. Do this for each contract and each funding source for a reporting period (one
month) of the current fiscal year. Also review year-to-date expenditures for compliance. Attachment I1.D.4.

N

AUDITING YES NO

Is the Subcontractor required to provide the Workforce
Development Board with a copy of independently prepared
audited financial statements in accordance with applicable
Uniform Guidance?

If audit costs were charged to the WIOA program(s),
was the audit bid in accordance with applicable
procurement guidelings?

was the audit bid to ensure the lowest and best service,
as well as to ensure independence?
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10.

11.

checks, and for the mechanical check signers, if applicable. Include as Attachment 11.B.12.

CASH MANAGEMENT
CASH RECEIPTS YES

Are funds deposited in a bank with FDIC insurance?

NO

Are funds in excess of FDIC coliaterally secured?

is there any check log or toof which can be used to determine
that checks are deposited in a timely manner?

Is the deposit usually made within one working day of
receipt?

Is the timeliness of the deposit consistent with written
accounting procedures?

Is there a regular comparison of the timeliness of the deposit

against the check log?

Review the Collateral Security Agreement. Attach a copy as Attachment HLA.Y.

CASH DISBURSEMENTS YES

Are all checks pre-numbered in sequential order?

NO

Are outstanding checks periodically voided?

Are all voided checks canceled and retained’?

Is a computerized check writing system
used?

Are blank and/or undelivered checks safeguarded?

Are mechanical check signers used?

if so, are there adequate safeguards in place?

ts drawing checks payable to CASH prohibited?

ts check signing in advance prohibited?

Describe the local signature policy as Attachment I

Review the cash disbursement process for inconsistencies with written accounting procedures. Describe the
process for voiding checks and the safeguards in place for non-duplication of check numbers, for biank and undelivered
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BANK RECONCILIATION YES
Are reconciliations done at least monthly?

Are statements obtained directly from bank?

Is the statement received unopened?

Is the employee responsible independent of cash
handling or check signing?

Is the bank reconciliation compared to the General
Ledger monthiy?
Does the bank reconciliation procedure require:

accounting for check numbers used?

comparing all checks, including voids, to verify date,
number, amount, and payee?

Inspecting check endorsements?

investigating outstanding checks for long periods?
Tracing and reviewing bank transfers?

Are bank transfers logged?

ltemizing outstanding checks?

Is the bank account(s} an interest-bearing account?
if an interest-bearing account, is the interest
tracked by funding source?

reported and tracked as program income?

NO

Review the bank reconciliation process. Describe. Include in the description what the
responsible for correcting discrepancies and at what point is this done. Include as

.C.9.
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D. EXCESS CASH YES NO
Does the cash receipts/disbursements system take into
consideration excess cash requirements, namely the
accumutation of cash less than or equal to that needed for
3 days of operation?

—

2. Are excess cash balances taken into consideration when
ordering cash advances when allowed by contract?

3. ts excess cash figured monthly by the Service Provider?

4, Does the Subcontractor maintain an excessive cash
balance?

5. Does the Subcontractor have a system and/or guidetines
which prevent sub recipients from accumulating excess cash?

6. Review the cash balance for one month. Complite excess cash batance during the time period. Who is responsible
at the agency for determining excess cash?

E. BONDING YES NO
1. Is there a written policy for the bonding of employees?
2, Is it consistent with WIOA federal regulations?

3. Review the written policy for bonding employees. Describe which personnel are bonded
and for how much.

4, Review the insurance policy for employee bonding. Is it current? What is the expiration
date? Does it clearly state who is bonded and for how much?

IV. PAYROLL
A. REPORTING YES NO

1. Are time and attendance reports required?

2. Does it show an allocation by activity?

3. Is it reviewed for accuracy?

4, Are leave reports required?

5. Do leave reports require a signature and approval?

B. Are accumulated leave records maintained?
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B. COMPLIANCE YES NO

1. Are payrolt checks not yet disbursed safeguarded?

2. Examine an accumulated leave record. Attach a copy as Attachment IV.B.2,

3. Obtain a sample time and attendance report. Attachment [V.B.3.

4, Review the payrcll process and the canceled payroll checks of approximately 25% of the number of WIOA
employees paid during one payroll period. As a separate atfachment note name of employees, month reviewed,

type of backup documentation, and any concerns or discrepancies. Include as Attachment IV.B.4.

5. Describe the method for the allocation of time across funding sources.

V. PROCUREMENT

A. PROCESS YES NO
1. Is there a written procurement policy?
2. Is the written policy, as it applies to WIOA funds, consistent

with WIOA Federal reguiations and applicable Uniform Guidance,
State and Workforce Development Board Procurement
Policies?

3. Does the Subcontractor utilize a purchase corder/
requisition system?

4. Do the pelicies require prior written approval of the Workforce
Development Board for purchases/leases over $1,0007

5. Do the policies prohibit the co-mingling of funds for purchases
between funding sources, such as W|OA and other federal or
state funds?

6. As a part of the review process, describe any inconsistencies with the agency's written policies, the WIA federal
regulations, applicable Uniform Guidance, State and Workforce Development Board procurement policies. Note any

concerns.

B. DOCUMENTATION

1. Trace a sampling of checks written by the Subcontractor for a period beginning from the date of the contract to
current based on the table below.

a. The following sample sizes are required, at a minimum, depending on the universe to be reviewed.
These guidelines are applicable for every sample to be reviewed.
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Universe Sample Size

1-200 51
201-300 55
301-400 58
401-600 60
501-1,000 63

This table is based on random sampling for attributes when the expected rate of occurrence is not over
twenty (20) percent with a confidence level of ninety(90) percent, plus or minus eight (8) percent. Attachment V.B.1.

V. PROPERTY MANAGEMENT
A. COMPLIANCE YES

1. is there a written policy in place regarding the use of
equipment purchased with WIOA funds?

NO

2. Are there steps taken to ensure that WIOA equipment is being
utitized to the maximum extent for the purposes intended?

3. Are there any lease purchase agreements in place which
involve WIOA funds?

4. Arethere any lease only agreements in place which
involve WIOA funds?

5. Do lease agreements have escape clauses?

B. INVENTORY SYSTEM YES
1. Does the Service Provider have a written policy regarding
their inventory system?

NO

2. Is the Service Provider's inventory system in agreement
with the WDB inventory policy?

3. Does the Service Provider conduct an annual physical
inventory?

4, Is more than one person involved in conducting the
physical inventory?

5. Is an on-site, hands-on physical visit made to outlying offices
and/or subcontracting agencies to locate equipment purchased
with WIOA funds when conducting a physical inventory?

6. is the physical inventory initialed or signed by two or more
people and dated when completed?

7. Is a separate inventory maintained for;
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a. federally- or state-owned property?

b. property purchased with WIOA funds?

8. Describe briefly who conducts the physical inventory. Note any comments/concerns with the system.

C. INVENTORY IDENTIFICATION YES NO
1. Is all equipment numerically identified?

2. Is there a:

a. Service Provider numerical identification system in place?

b. WDB numerical identification system in place?

State WIOA numerical identification system in place?

o

3. Has dollar value been established for the point at which
equipment is numerically identified through the Service
Provider's inventory system? $

4, is this dollar value consistent with:

a.  the Service Provider's written policy?

b. WDB policy?

c. State WIOA inventory guidelines?

d. other stateffederal inventory guidelines?

5. Does the Service Provider utilize the system in place where
by the WDB will be notified of the change of location for any
physical inventory, loss of equipment through theft or damage,

or any change of conditicn of equipment?

B. Give a brief description of the inventory identification process. Note any concerns/comments.

Vil. CONTRACT COMPLIANCE
A. FUNDING AGENCY CONTRACTS YES NO

1. Is there a signed copy on file of each contract in place
with the WDB?

2. Are there contracts received which have not yet been signed?
Note below.

3. Are all Certificates of Non-Debarment in place for all contracts
over $25,000 with the WDB?
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4 Does the Service Provider conduct an internal review of
expenditure rates, enrollment levels, participant need,

and/or applicable performance standards during the period

of performance of the contract?

5. How often is this review conducted?

6. At what point does this review begin?

7. Note any comments/concerns.

C. ASSUMPTION OF LIABILITY YES NO

1, Does the Service Provider assume liability for all disallowed
costs, either through the wording of fully-executed contract
language or the written policies of the agency, or both?

2. Does the Service Provider have an ability to repay disallowed
costs from non-federal funds?

3.  Give a brief expianation of what was reviewed or discussed to arrive at this conclusion.

D. ASSURANCES YES NO

1. Does the agency have a designated EEOQC officer?

2. Are there written policies established to ensure compliance
with assurances stated within contracts?

3. If 50 or more employees, does the agency have a written
affirmative action plan?

4, If less than 50 employees, does the agency have a written
affirmative action policy?

5. Do all solicitations or advertisements for employment placed
state that all qualified applicants will receive consideration

without regard to race, color, religion, sex, national origin, or
condition of physical or mental handicaps, provided that the
handicap would not prevent them from doing the job they

were hired to perform?

6. Are any funds under the contract used for any partisan/
non-partisan political activity or any other political activity?

Vil FINANCIAL COMPLIANCE REVIEW

1. Review previous Financial Compliance Review. Determine if finding/recommendations
have been resolved and/or implemented. YES NO N/A
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2. Determine if findings/recommendations are material to the operation of programs under contract
with the Workforce Development Board. YES NO N/A

Comments:

Ending Comments

Additional pages may be added to any section of this Financial Compliance Review as necessary.
The review is not necessarily limited to the questions contained herein. The reviewer shall make
comments regarding systems, procedures, compliance or non-compliance, documentation, and any
other information reviewed to conduct as thorough and accurate review as possible.

1P
Necessary Elements of a Contract as Distributed by DWD

5 Essential Elements:

1. Adequate statement of work

2. Adequate audit rights clause

3. Adequate record retention clause

4  Either adequate terms for default clause, or

5. Payment and delivery terms adequate to permit refusal to pay when performance fails to meet
contract requirements.

11 Important Elements

Access to records

Conflict of interest statement
Compliance with WIA
Changes

Termination for convenience
Documentation of evaluations
Specified time period
Provision against assignment
Trainer qualification

Definition of key terms

T2 L @ N Rr N2

= o

Table of contents
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Subcontractor Financial Monitoring Internal Control Questionnaire

Does the ency annuay authorize the check signatories for all bank
accounts?

Is incoming mail opened and are receipts logged by a person with no
access to cash receipts or accounts receivable records?

Are checks restrictively endorsed immediately after receipt?

Are pre-numbered cash receipts prepared?

Are receipts deposited intact on a daily basis and are cash receipt
logs compared to bank deposits?

Do adequate physical controls exist over receipts from the time of
maii opening until the time of deposit?

Are all disbursements made by check?

Are physical controls over blank check stock adequate?

Are checks pre-numbered and used in sequential order?

Are checks prepared by employees who are independent of the
volucherfinvoice approval process?

Are all disbursements approved for payment by the check sighatory
or other party?

Are all voided checks properly defaced and retained?

Is the signing of blank checks prohibited by policy?

Are cancelled checks examined for authorized signatures, alterations,
and proper endorsements?

is the Bank Reconciliation prepared by someone with no receipting or
cash disbursement duties?

-

Is the completed Bank Reconciliation reviewed by a responsible
official?
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Is the Bank Reconciliation signed or initialed and dated by both the
preparer and the reviewer?

Are checks outstanding for over 80 days investigated and payment
stopped if necessary?

Are disbursement vouchers reconciled to purchase orders and
receiving reports?

Are payments clearly marked to avoid duplicate payments?

Is a chart of accounts utilized to distribute program costs to the proper
cost centers?

Does someone independent of the payroll preparation and time
keeping processes review and approve the final payroll?

Are payroll checks machine signed?

Are the processed payroll checks reviewed and reconciled to the
payroll check register before distribution?

Does a person independent of payroll check processing distribute the
payroll checks?

Are unclaimed payroll checks returned to an employee independent
of the payroll function for safekeeping?

Is a perpetual record of all unclaimed wages maintained?

Are gross and net pay amounts reported on IRS and State returns
reconciled to the payroll register and the General Ledger?

Are wages ever paid in advance of a scheduled pay date?

Is the purchasing function segregated from the receiving and
disbursement functions?

Are receiving reports reconciled to purchase orders?

Are all purchases made in accordance with the agency's written
procurement policy and procedures?
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Are requests for new personnel originated only by management?

Is access to personnel files limited?

Are any disciplinary notices maintained on file?

Are job descriptions clearly defined?

Are authorizations for each employee's salary or wage rate on file?

Are wages paid at or above the current minimum wage?

Does each employee's current gross salary or wage payment
reconcile with the employee's current authorized salary or wage rate
status?

Are payroll charges supported by approved Personnel Activity
Reports or Time and Attendance records?

is each employee's signature and the supervisor's signature affixed to
the time records?

Are Compensated Absences taken in conformity with the written
personne! policy?

Are individual payroll records sufficiently documented?

Are each employee's payroll charges attributed to the various
categories in accordance with the Personnel Activity Reports or Time
and Attendance Records?

Do the employee time records account for the total activity of each
employee for the period?

Are the charges adequately supported by each employee’s current
job description?

Have payroll taxes been paid to the IRS and the State on a timely
basis?

Is Workers' Compensation insurance for all employees in effect?
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Is there any indication of fines or penalties imposed by the [RS or the
State due to the late payment of payroll taxes?

Are employees eligible for incentive payments (i.e. Bonuses)?

Are criteria for earning bonuses clearly delineated in the Personnel
Manual?

Do you accrue employees' vacation hours?

Do you draw the money for the accrued vacation hours?

How is the money accounted for? Provide an accounting of the
money to the menitor(s).

Are travel policies and procedures clearly defined?

Are per diem rates reasonable?

Are travel vouchers supported by receipts for meals, lodging and
other?

Do travel vouchers list destinations, number of miles driven, purpose
for the travel, and etc?

Are written policies and procedures in place to ensure written
approval is obtained prior to purchasing?

Are costs properly allocated based upeon usage?

Is a physical inventory taken at least every two years to track all
required data?

Does the property management system track all data required by the
Uniform Administrative Requirements?

Is there a process used to determine if it is more beneficial to lease
equipment rather than to purchase equipment?

Is equipment properly disposed of when it becomes obsolete or is no
longer needed?

Page 302 of 346




| certify the information provided above depicts the current operations of the office.

Name and Title Date

REMAINDER OF PAGE LEFT BLANK INTENTIONALLY
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Community Action Agencies, the Rehabilitation Institute, Youth@Work staff, Job Point,
a temp agency, Center for Human Services, WILS, etc.

All Nexus members contribute to the promotion of subsidized placeinent through face-to-
face employer meetings, preparing mass marketing campaigns, conducting business
surveys, making telephone cold calls, and monitoring Toolbox for potential matches for
specific job orders. The thirteen-county region is divided into three internal service areas
for the purposes of rapid response, outreach, job development, business services, and
public relations, etc.

This local configuration allows each job center within the region to develop a close
working relationship and rapport with their community business and industry customers
within an assigned area. In the event a large project is identified, the Business Services
Team members from one area of the region can easily provide back-up assistance to
another area of the region. It is a goal of the West Central Region to have local businesses
look to their local Missouri Job Center for all their workforce needs, whether it be hiring
or in cases of lay-off. As these relationships continue to be forged, county
commissioners, local economic developers, human resource managers, postal workers,
mechanics, shop clerks, neighbors, etc.; become part of an informal, yet highly effective,
network that provides early information on job openings, company expansions, training
issues, etc.

Utilization of such a grassroots intelligence system allows the Business Services Team to move into
action rapidly to meet employers’ needs.

The responsibilities of each member of the Business Services Team are:

e Provide business outreach and promote Job Center services and programs while building
long-term relationships (over one year).

s Share business contact and job availability information with functional Leaders, Jobs Team
members and Nexus members.

s  Educate partners on the usage of Toolbox for information sharing.

¢ Participate in local Business Services Team/Nexus coordination meetings which will reduce
duplication of contacts and simplify access to services.

« Ensure the contact, referral and placement goals as set by the regional Business Services
Team are met or exceeded. Share successes and challenges.

e Act as liaison - a point of reference for businesses; mediator; problem-solver; the go-to-
person for workforce related issues - receive positive/negative feedback and take action.

e Maintain frequent contact (documented through the Toolbox system) with key businesses
within assigned area of region (see map) to define levels of service based on current and
projected needs.

e Educate businesses on the usage of jobs.mo.gov to meet their employment and training needs.

e Act as human resources consultant by:

o Referring to appropriate agencies to assist in solving specific workplace problems
o Helping businesses assess information and resources
o Promoting training opportunities to businesses
o Sharing and customizing fabor market information
e Promote a single point of contact system for businesses.
e Assist business customers through the referral process.
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Procurements of this nature require the following guidelines:
Request for Proposal (RFP} or Request for Bid {RFB}) Preparation

a. The RFP indicates what is to be accomplished and requests from the
bidder how it is to be accomplished and at what cost. A list of those who
received the RFP must be maintained and fited in the permanent file as
part of the documentation afterward. The RFP must contain the
proposal submission requirements and the proposal evaluation method.
Bid selection and award is based on the evaluation criteria. Contractor
selection must be documented in writing.

b. An RFB contains a precise statement and complete specifications of
what will be purchased, aflowing only one interpretation. It alfows no
choice in how the work will be accomplished; it essentially requests only
a cost from the bidder. Bid comparison and contractor selection is made
on the basis of meeting the bid selection criteria, reasonableness of
cost, allow-ability, and whether it meets the identified need(s). Lowest
bid may not always be the best award. The bid award(s) must always be
in the best interest of the program. Contractor selection must be
documented in writing.

4. The distribution of the RFP {RFB) will be made to anyone responding to the
Notice of Request for RFP (RFB) written solicitation or the website. Distribution
shall be made no sooner than the date and time named in the bid solicitation.
The RFB (RFP) will be distributed to known vendors in an attempt to get as many
bids as possible.

5. A pre-bid conference may be held with the prospective bidders to answer
questions and to clarify issues within the RFP (RFB}. The time and place of the
pre-bid conference is to be named in the Notice of Request for Proposal (RFB).
Questions may be posed in person or in writing prior to the opening of the pre-
bid conference, which may be accessed by telephene. The questions and
answers are formally recorded and a written or electronic copy is available to all
prospective proposers participating in the pre-bid conference. When
attendance to the pre-bid conference is not mandatory a copy of the questions
and answers from the pre-bid conference can be provided to any potential
proposer upon request. After the close of pre-bid conference no questions may
be answered regarding the bid solicitation.

6. An evaluation team of at least three members is formed prior to the public
opening. These members shall have knowledge of the goods/services to be
procured, and shall not benefit in any way from the bidder selection. The
appointment of the evaluation team by the WDB Executive Director, or
designee, shall be done in writing and retained. The evaluation team for
program RFPs/RFBs may be made up of members of the WDB Planning and
Operations Committee and/or two or more WDB staff. The WDB Planning and
Operations Committee may delegate the responsibility to WDB staff; the
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risk assessment has been performed on behalf of the board; and the contract
contains an escape clause releasing the board of financial indebtedness.

Contracting with Small and Minority Businesses, Women’s Business Enterprises, and
Labor Surplus Area Firms {2CFR 200.321)

WDB will take necessary affirmative steps to ensure that minority businesses, women’s
business enterprises, and fabor surplus firms are used when possible.

Delivery of Career Services-Adult and Dislocated Workers [WIOA Sec. 134(c){2){C}]

Career services described in WiOA Section 134(A) for eligible adult and disiocated
workers shall be provided through the one-stop delivery system:

1. Directly through one-stop operator(s) identified pursuant to section 121(d)
or

2. Through RFP contracts with service providers, which may include contracts
with public, private for-profit, and private nonprofit service providers,
approved by WDB.

Training Contracts

1. Training services authorized under this paragraph may be provided pursuant to a
RFP contract for services in lieu of an individual training account {ITA} if:

a. The Consumer Choice Requirements [WIOA Sec. 134{c}(3){F)] are met;

b. Such services are on-the-job training {0JT), customized training, or
incumbent worker training or transitional employment;

¢. The board determines there is a training services program of demonstrated
effectiveness offered in the local area by a community-based organization
or another private organization to serve individuals with barriers to
employment;

d. WDB determines that:

R jt would be most appropriate to award a contract to an
institution of higher education or other eligible provider of
training services in order to facilitate the training of multiple
individuals in in-demand industry sectors or occupations; and

ii. Such contract does not limit customer choice

2. Training services must be directly linked to an in-demand industry sector or
occupation in the West Central Region. WDB may approve training services for
occupations determined by the board to be in sectors of the economy that have a
high potential for sustained demand or growth in the local area [WIOA Sec.
134(c){3}{GNiii}].

Selection of Eligible Providers of Youth Workforce investment Activities (WIOA Sec.
107(d}{10)(B} and Sec. 123}

Page 321 of 346




1. WDB shall award grants or contracts on a competitive basis to providers of youth
workforce investment activities based on the criteria in the state plan (Issuance 01~
2012} and taking into consideration the ability of the providers to meet
performance accountahility measures based on primary indicators of performance
for the youth program as described in WIOA Section 116(b}{2){A}{ii) and in WIOA
Section 102(b}(2}{D}{i}{V), based on the recommendations of the Youth Task Force
committee.

2, WDB may award grants and contracts on a sole source basis [(WIOA Sec 123 {b)} if
the board determines there is an insufficient number of eligible providers of youth
workforce investment activities in the area for grants and contracts to be awarded
on a competitive basis.

3. The requirement in WIQA Sec. 123 that eligible providers of youth services be
selected by awarding a grant or contract on a competitive basis does not apply to
the design framework services when these services are more appropriately provided
by the grant recipient/fiscal agent. Design framewaork services include intake,
objective assessments and the development of individual service strategy, case
management, and follow-up services.

Selection of One-Stop Operators [WIOA Sec. 121(d)]

WDB, with the agreement of the chief elected official, is authorized to designate one-
stop operator(s} and to terminate for cause the eligibility of such operators. To be
eligible to receive funds made available under this subtitle to operate a one-stop center,
an entity:
1. Shall be designated a one-stop operator through a competitive process; and
2. Shall be an entity (public, private, or nonprofit}, or consortium of entities
{including a consortium of entities that, at a minimum, includes 3 or more of
the one-stop partners described in subsection 121{h){1}, of demonstrated
effectiveness.

Emergency purchases over $500 which fall outside the procurement guidelines will be
allowed only when immediate action is necessary to resolve an extraordinary
situation and the resolution of the condition receives priority over routine
operations and duties. A purchase of this nature requires strict written
documentation of the existing emergency condition to be filed with the
purchase order and invoice. Emergency situations include those situations that
create a serious and obvious threat to public health, safety, or operation of the
WDB in executing its legal responsibilities to the public, or property in its legal
care or control, as may arise by reason of flood, epidemic, iliness, riot, natural
disaster, accident, equipment failure, or similar cases. .

The WDB Executive Director or the Director’s designee must declare an emergency
situation.

The WDB has determined that the following items may he exempted from competitive
procurement:
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Magazines

Books

Periodicals

Newspapers

Any form of direct advertising space and time, unless there are multiple

businesses in the area able to provide the same service to the same
coverage area needed and same demographics.

Conferences — The cost of attending or participating is exempted. The
cost of putting together a conference is not exempted.

Training Sessions and Seminars — Related to an individual’s profession or
program.

Copyrighted materials such as electronic media, CDs, DVDs, books,
pamphlets, video tapes, or audio tapes. Copyrighted materials are
defined as those which are available for purchase from only the
publisher owning an exclusive copyright or from a single distributor
operating under an exclusive franchise from the publisher.

Updates of computer scftware which the agency already owns.

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

In an effort of intergovernmental cooperation, any agency determined to be a unit of
government may contract with any other unit of government through a non-competitive
process, but it must be on a cost reimbursable basis. A reasonableness of cost and price
analysis must be performed. The additional requirements for service provider selection
must be completed if applicable. Contracts must comply with all requirements
regarding lobbying and non-debarment certification. Contracts must be in the best
interest of the WIA or other state or federal program.

A unit of government is defined as any of the folowing agencies: agencies of the federal
government; departments or divisions of state government, counties, cities, towns,
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townships or villages, state universities or colleges; junior/community college districts,
tax-based schools and school districts, and regional planning commissions {RPCs). The
WDB may enter into non-competitive contracts with agencies on the approved list in the
course of procuring goods or services for the benefit of the WIA or other state or federal
program.

Contracting Agencies will submit a requisition for any purchase of equipment or services
costing $1,000 or more for WDB Executive Director or Designee’s approval. Single item
or unit purchases of $5,000 or more require WDB and Division of Workforce
Development approval prior to purchase.

An Equipment Memorandum will be prepared for any purchase of $1000 or more, for
any addition to an existing system regardless of cost, or for any transfer of equipment.
The memorandum will assign the appropriate location code for inventory purposes. The
Equipment Memorandum shall be used to “post” to the inventory listing any single item
or a system with a value of $1,000 or more. Accurate inventory documentation shall be
maintained.

Computers, equipment, furniture, and other sensitive items {cameras, calculators,
chairs, etc.) with a cost between $250 and $999.99 will have a blue numerical inventory
tag affixed to the item. Items with a purchase price of less than $250 may be
determined to be sensitive items at the discretion of the person approving the purchase
and should be blue tagged and numbered accordingly. Sensitive items are equipment
under $1000, considered attractive or easily pilfered. Tags are obtained through the
administrative entity {(WDB) office. A listing of all such “blue tag” items, separate from
the inventory listing, is maintained by the WDB.

Ali purchases will be allocated in accordance with applicable circulars and in direct
proportion to the benefit derived by the funding source. Allocation methods will be
documented.

In accordance with Uniform Guidance Part 200.13:

1. Capital expenditures for general purpose equipment are unatlowable as a direct
cost except with the prior approval of the awarding agency.

2. Capital expenditures for special purpose equipment are allowable as direct
costs, provided that items with a unit cost of $1000 or more have the prior

approval of the awarding agency.

This information is provided as an excerpt from the local Accounting Manual
Policies and Procedures, Revised May 27, 2015, pages 12— 19 of 26.
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Formufa Funds

PY16

CPR

July 2016
West Contral

PY16 Slart Date: 7/1/2016

FY17

Data Eniry Jor the month of

Page [ of |

Funding: WIOA Adidt Funding
Grant:

Project:
CFDA: 17.258

DWD Contract:  10-04-04-17

End Date: 6/30/2018

Adudt - PY16/FY17

Admin

Admin SalaryfFringe
Admin Other
Subitotal;

Program

Program Sal/Fmg
Program Other Staffing Costs
Indivicual Tralnkyg Acoourst
On the Job Training
Pre-Apprenticesiip
Registercd Apprenticeship
Transltional Jobs
Incimbent Worker Tealning
Wark Exprstera: or Integnship
Supposllve Scrvices

Sulzaotah

Total:

Cumutative Cash Drawn
Through July:

Total Budget: k

78.512.00
Final report?
QO Yes
® No
Accrsed Ancrued
Monthly Cumtdative
Expendiimes Expendityres

$ 000 $0.00
$ 0.00 $0.60
$0.00 $0.00

$ 0.50 $0.00
¢ o0 $0.00
$ 0.00 40,00
) 0.06 $0.00
$ 0.00/ 40,03
$ 6.00 $6.00
$ 0.00 $0.00
{ 0.00 $0.00
$ a.00 $0.00
¥ o000 0.00
$0.00 $0.00
$0.00 $0.00

$0.00

$5.560.C0
$2,385.00
$7,951.00

$54,366,00
$6,688,00
$5,000.00
45,507.00
$0.00
$0.00
%0,00
40,00
$0.00
$0.00
§71.561.00
£79,512.00

https:Adwdfinancialreporting.ded.mo.gow/ Grantees/CPR aspx

BI251204G
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CPR

Data Entry for the month of

July 2016
West Central

Page 1 of 1

Funding: WIOA Dislecated Worker
Grant:
Project:
CFDA: 17.278
Formula Funds DWD Contract: 16-04-04-17
PY16 Start Date: 7/1/2016  End Date: 6/30/2018
PY16 lF\’.‘l? l
Déslocated Workes - PYLIGIFYL7 Total Budget: [s 50,432,00
Final report?
Q) Yes ’
® Mo |
Agmin '
Accrued Accrued Rudget
Montkdy Cumuiative
Expenditures Expasuditures
Admén Salary/Fringe $ 0.00 £0.00 45,630.00
Admin Other $ 0.00 $0.00 $2,413.00
Stibtotal: $0.G0 $0.00 $0,043.00
Pregram
Program Sal{Fimg "% ogo $0.00 $31,712.00
Program Other Stafling Casts $ 0.00 $0.00 $20,677.00
Individual Tralréng Account ¢ 0.06 $0.00 $5,000.00
On the Jab Tralning 3 D.0B f0.00 $10,000.00
Pre-Apprenticeship $ 0.00 40,00 $0.00
Reglstered Apprenticeship $ 0.00 $0.00 $0.00
Transitonai Johs % 0.00 $0.00 $0.00
Incumbent Warker Trsning $ 0,00 $0.00 $0.00
Work Expericioe or Internship $ 4.60 40,00 $0.00
Supmeiiive Seivices $ .00 S0.00 $5,000.00
Subtotal: $0.09 $0.00 §72,389.00
Total: $0.00 50.00 $20,432.00
Cumulative Cash Drawn %0.00
Through July:
htps:fdwdfinancialieporting.ded mo.gov/Grantees/C PR aspx 82572016
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GPR

Data Enfry for tha month of

PPage Fof2

July 2018
West Central
Funding: WIOA Youth
Grant:
Projact:
CFDA: 17.25%
Formula Funds DWD Contract: 10-04-04-17
. PY16 Start Date: 4/1/2016 End Date: 6/30/2018
rras]
Youth - PYIE Total Budget: [  688,410,00
Final report?
O Yes
® No
Admin I
Arersad Accrued Budget
Monthly Cumallative
Expenditures Expenditires
Admmin SataryfFringe $ 000 $0.00 $48,190.00
Acmin Other $ 0.00 $0,00 $20,651.00
Subitciat: $0.00 $0.00 $66,841,00
n-School
IS SafaryfFrings 3 0.00 $0.00 $60,277.00
15 Other Staffirg/Oper Costs 1 0.00 .00 $13,571.00
15 Do Shilia Trig k1 0.00 $0.00 $0,00
15 Work Experience H 0.08 40,00 $24,750.00
1S Work Experience Staffllng $ 000 $0.00 40.00
IS On the Job Training $ 0.6 40.00 £0.00
IS SUppartive Services § 000 §0.00 £2,062.00
15 Pre-Apprenticeship Programs % 0.00 $0.00 $0.00
15 Inteynshéps $ n.00 $0,60 40,00
IS Anancied Literacy Educatlon $ .00 $0.00 £0.00
1S Dropout Prevention and 4 .00 $0.00 $0.00
Recavery
15 Alteimalivis Secondary Schoot $0.00 £0.00
Senvies
IS Dilier Direct Parl Cost 5 000 $0.00 $2,552.00
htips:/fdwdiinancialreporing.ded, mo.gusv/Grantees/CPR aspx 81252010
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Complaints Involving Local Programs and Policies

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 LWIB policies and activities.
Complainants with Disabilities

DWD will accommodate complainants with disabilities so that they may file complaints. Alternate
formats will be used on request to notify the complainant of hearings, results, and any other written
communication. DWD will provide auxiliary aides and services, such as deaf interpreters or assistive
listening devices, on request for negotiations, hearings and any other meetings where aural
communication occurs. An accessihle location will be used for hearings and other meetings on request.
Time and Place for Filing

Complaints may be filed with the local administrative entity or the service provider within one (1) year
from the date of the event or condition alleged to be a violation of WIA.

Resolution Process

Initial Review- Step One

[f the complaint alleges a violation of any statute, regulation, policy, or program that is not governed
by WIA, the local administrative entity or service provide may refer the complaint to the appropriate
organization for resolution. In such cases, the local administrative entity or service provider will
notify the complainant of the referral.

Once the local administrative entity or the service provider receives the complaint from the complainant
ot the complainant's designated representative, the receiving employee will log the complaint. The local
administrative entity ot service provider will then establish a complaint file containing the following:

1. Application and enrollment forms;

2. Completed General WIA Complaint Form {or complainant's written statement);

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

4. Any relevant correspondence; and

5. Record of the attempted informal resolution.

Informal Resolution- Step Two

The local administrative entity or service provider will attempt to informally resolve the complaint to the
satisfaction of all parties. This informal resolution process must be completed within ten (10} business
days from the date the complaint is filed. If all parties are satisfied, the complaint is considered resolved,
and the terms and conditions of the resolution must be documented in the complainant’s file. When a
setvice 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
investipate it further if necessary.

Formal Resolution-Step Three

When an informal tesolution is not possible, the local administrative entity will issue a determination
within twenty (20) calendar days from the date the complaint was filed. If the complainant does not
request an appeal of the determination, the complaint is considered resolved, and the local administrative
entity or setvice provider will document this in the complaint file. Any party dissatisfied with the
determination tnay request a heating within seven (7) calendar days of the date of the determination.
Hearing-Step Four

A complainant may amend of withdraw his or her complaint at any time prior to a scheduled heating.
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If the complaint is not withdrawn, the local administrative entity will designate a hearing officer to
ensure the complaint receives fair and impartial treatment. The hearing must be conducted within forty-
five (45) calendar days from the date the complaint was filed. The hearing ofticer will schedule a formal
hearing and mail a written notice to the complainant, the respondent, and any other interested party at
least seven (7) business days prior to the hearing,

The notice will include the date, tie, and place of the hearing, Parties may present witnesses and
documentary evidence, and question others who present evidence and witnesses. The complatnant may
request that records and docurments be produced. Attorneys or another designated representative (s) may
represent each party. All testimony will be taken under oath or affirmation. The hearing will be recorded
either in writing or by audiotape.

The hearing officet's recommended resolution will include a summary of factual evidence presented
during the hearing and the conclusions upon which the recommendation is based. The hearing officer
will also concur with the chief local elected official (CLEO) toward reaching consensus on the
recommended resolution to the complaint. If consensus cannot be reached, the hearing office will
initiate a request to the state for resolution.

Final Decision -Step Five

The local administrative entity will review the recommendation of the hearing officer and issue a final
decision within sixty (60) calendar days from the date the complaint was filed.

Appeal — Step Six

Any party dissatisfied with the local administrative entity’s final decision, or any party who has not
received either a final decision or a resolution within sixty (60) calendar days from the date the complaint
was filed, may request an appeal. The appeal must be teceived by the DWD within ninety (90} calendar
days from the date the complaint was filed at the following address:

Missouri Division of Workforce Development

State WIA Complaint and Grievance Office

Danielle Smith, State WIA Complaint and Grievance Officer

421 E. Dunklin Street

Jefferson City, MO 65101-1087

DWD will review the complaint file, the heating record, and all applicable documents and issue a final
decision on the appeal within thirty (30) calendar days from the date the appeal was received.

Complaints Involving State WIA Policies, Programs, Activities or Agreements

Who May File

Applicants, employees, participants, service providers, recipients and other interested parties may file a
complaint alleging a violation of State WIA policies, programs, activities or agreements.
Complainants with Disabilities

DWD will accommodate complainants with disabilities, so that they may file complaints. Alternate
formats will be used on request to notify the complainant of hearings, results, and any other written
communication. DWD will provide auxiliary aides and services, such as deaf interpreters or assistive
listening devices, upon request for negotiations, hearings, and any other meetings where aural
communication occurs. An accessible location will be used for hearings and other meetings on request.

Time and Place for Filing
Complaints may be filed with the service provider or with DWD within one (1) year from the date of

the event or condition alleged to be a violation of WIA.

Resolution Process

Initial Review- Step One

DWD will receive the complaint from the complatnant, or the complainant's designated representative.
If the complaint alleges a violation of any statute, regulation, policy, or program that is not governed by
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WIA, DWD will refer the complaint to the appropriate organization for resolution and notify the
complainant of the referral.

DWD will log all complaints received. The setvice provider or DWD will then establish a complaint file
containing the following:

1. Application and enrollment forms;

2. Completed General WIA Complaint Form {or complainant's written statement);

3. Chronological log of events or conditions alleged to be a violation of WIA,

4. Any relevant correspondence; and

5. Record of the attempted informal resolution.

Informal Resolution- Step Two

DWD will attempt to informally resolve the complaint to the satisfaction of all parties. This informal
tesolution process must be completed within ten (10) business days from the date the complaint is filed.
If all parties are satisfied by this informal process, the complaint is considered resolved and the terms
and conditions of the resolution will be documented in the complaint’s file.

Formal Resolution- Step Three

When an informal resolution is not possible, DWD will forward the complaint file to the address below:
Missouri Division of Workforce Development

State WIA Compliant and Grievance Office _

Danielle Smith, State WIA Complaint and Gtievance Officer

421 E. Dunklin

Jefferson City, MO 65101-1087

The State WIA Complaint and Grievance Officer will review the complaint file, conduct further
investigation, if necessaty, and issue a determination within twenty (20} calendar days from the date the
complaint was filed. If the complainant does not request an appeal of the determination, the complaint is
considered resolved and the complaint file will be documented accordingly. Any party dissatisfied with
the determination may request a hearing within fourteen (14) calendar days of the date of the
determination.

Hearing-Step Four

A complainant may amend or withdraw his or her complaint at any time prior to a scheduled hearing. Tf
the complaint is not withdrawn, the DWD will designate a hearing officer to ensure the complaint
recejves fair and impartial treatment. The hearing must be conducted within forty-five (45) calendar days
from the date the complaint was filed. The hearing officer will schedule a formal hearing and mail a
written notice to the complainant, the respondent, and any other interested party at least seven (7)
business days prior to the hearing. The notice will include the date, time, and place of the hearing.
Parties may present witnesses and documentary evidence, and question others who present evidence and
witnesses. The complainant may request that recotds and documents be produced: Attorneys or another
designated representative(s) may represent each party. All testimony will be taken under oath or
affirmation. The heating will be recotded either in writing or by audiotape. The hearing officer's
recommended resolution will include a summaty of factual evidence presented during the hearing and
the conclusions upon which the recommendation is based.

Final Decision- Step Five

DWD will review the recommendation of the hearing officer and issue a decision within sixty (60)
calendar days {rom the date the complaint was filed. The decision of DWD is considered final.

Appeals to the U.D. Department of Labotr (USDOL)

A complainant who receives an adverse final or appeal decision from the State may appeal that decision
to USDOL within sixty (60) days of the receipt of the decision being appealed. Appeals must be filed
within one hundred and twenty (120) days of the complainant’s filing of the grievance with the State, or
filing of the appeal of a local grievance with the State. All appeals must be submitted by certified mail,
return receipt requested, to the Sectetaty, U.S. Department of Labor, Washington, DC 20210, Attention:
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West Central Attachment 16

Workforce Development Board of Western Missouri, Inc does not have a written policy for incumbent
workers and does not spend funds for incumbent working training.



Page 343 of 346
















