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OBJECTIVE

To provide procedures to contracted service providers regarding Wagner Peyser (WP) services and the Wagner Peyser reporting system, the On-Line Data Display System (ODDS).

It is the policy of the South Florida Workforce to register all customers in the Wagner Peyser On-Line Data Display System (ODDS) when services are provided.

BACKGROUND

The Wagner-Peyser Act, as amended by the Workforce Investment Act of 1998 stipulates specific guidelines regarding the registration of job seekers and the provision of services to employers.  According to 20 CFR 652.207, labor exchange services must be available to all employers and job seekers, including unemployment insurance (UI) claimants, veterans; migrant and seasonal farm workers, and individuals with disabilities.  States must have the capacity to deliver labor exchange services to employers and job seekers, as described in the Workforce Investment Act of 1998, on a statewide basis through self-service, facilitated self-help services or staff-assisted services.

These general concepts are based on the Wagner-Peyser Act of 1933 as amended, which established the nationwide public employment service system. Wagner-Peyser employment services are based on the concept that the basic purpose of this system is to bring job seekers and employers together.  This concept further stipulates that all job seekers are provided assistance with finding suitable employment and that employers receive the level of services necessary to expose job seekers to job openings.  

The Federal Unemployment Tax Act (FUTA) authorizes the Internal Revenue Service to collect a federal employer tax that is used to fund State Employment Security Agencies (SESAs); employers pay the FUTA tax annually and it covers the costs of administering the unemployment insurance and employment service programs for states.  Therefore, given that employers pay for the labor exchange services provided by the states, all employers and job seekers who are authorized to work in the United States (possibly with the exception of those youths between the ages of 14-17) should be entered into the state’s Wagner-Peyser reporting system. 


Job seekers may be registered through the One-Stop delivery system or as required by state law or policy.  However, there is a federal mandate that job seekers receiving staff-assisted services funded through the Wagner-Peyser Act are registered.  Job seekers who use self-services or facilitated self-help services may also be registered; but registration is not mandatory.  Underlying principles that drive the operational integrity of the nationwide labor exchange system include the following concepts:

· The acquisition of accurate statistical data which “...enumerates, estimates, and projects employment opportunities and conditions at the national, state, and local levels in a timely manner...”

· Employment and unemployment statistics for many groups of workers;

· Industrial distribution of occupations;

· Current and projected employment opportunities, wages and skill trends by occupation and industry;

· Incident of geographical and industrial location of displaced workers; and,

· Employment and earnings information.

Failure to register job seekers in the Wagner-Peyser labor exchange system (ODDS) has the potential to create the following adverse effects:

· Incorrect or skewed statistical data regarding:

1. occupations

2. unemployment statistics

3. employment statistics

4. displaced (dislocated) workers

5. earnings data

6. workforce characteristics, (i.e. race, age, etc.) 

· Discrimination of services to job seekers; 

· Distorted labor market information, which may result in fraudulent utilization of Wagner-Peyser funds. 

· Misuse of employer’s Federal Unemployment Tax Act (FUTA) funds; and,

· Under-utilization of Wagner Peyser staff and resources.

Duties and Responsibilities of the Wagner Peyser Funded Staff 

The number of Wagner Peyser (WP) staff assigned to contracted service providers is based on the following formula: one WP employee per two hundred (200) registrations entered per month in ODDS. One WP funded Greeter/Receptionist position (in each One-Stop) is not included in the formula.  It is imperative that job seekers are registered and the services provided are entered in ODDS to ensure goals are achieved and that data integrity is maintained.
  WP staff is responsible to ensure that job seekers accessing services through the One-Stop delivery system are fully registered and services are appropriately recorded in ODDS. 

Wagner-Peyser staff is funded to provide direct services to customers and assist the One-Stop operator to achieve the Wagner-Peyser performance goals.  These positions include greeter/receptionist, customer service representatives (resource room staff) and job placement specialists.  All AWI WP funded staff must work diligently to assure the success of the One-Stop operator in Region 23. 

Registrations

Job seekers receiving staff-assisted services funded through Wagner-Peyser must be fully 
registered in ODDS within five (5) working days of receiving services; a full registration includes an O’NET code (which identifies the job seeker’s occupation).  Partial registrations are acceptable for mass recruitments and job fairs only.   

Registrations in ODDS must include the identifying information listed below, as appropriate:

· Veteran

· Welfare

· Food Stamp

· Handicapped

· Seasonal Farm Worker

· WIA

· Refugee

· Offender

· DSA – Economically Disadvantaged (homeless, etc.)

Provision of Services 

Wagner-Peyser staff is to provide services to not less than ninety-five (95%) of the job seekers registered in ODDS.  One-Stop staff is able to identify, by social security number, those customers who have not received services within ninety (90-days).  Since UC claimants are not required to report to the one-stop, these customers can be provided services by telephone, by mail, or through the Internet.  It is strongly recommended that for every new registration in ODDS, the customer be mailed a letter introducing the One-Stop and the array of services available.  The One-Stops are encouraged to create, design, and mail other relevant information in an effort to reach out and serve all customers.  New registrations can be viewed daily by using J330, Applicant Category # 41. 

Job Bank Procedures

Effective July 1, 2004, all job orders will be posted in the Regional Job Bank, local office number 4820 and includes all recruitments, job fairs, and job developments.  The Regional Job Bank staff is responsible to ensure that all job orders meet federal guidelines, to review all job orders for completeness, and contact employers (by phone, fax, letter, or e-mail) to verify placements and update job order status (open/closed).  Employers that post job orders will receive a letter from the South Florida Workforce expressing the organization’s appreciation for their order, and inform employers that their Federal Unemployment Tax Act (FUTA) monies are being utilized to assist with their human resource needs.  If, after three (3) months, an employer has not listed additional job orders with the Job Bank, another letter will be mailed to notify the employer that South Florida Workforce is available to provide assistance with their hiring needs.

All job orders entered into the Job Bank must have the following information in order to be considered complete:

· Employer’s Name

· Address and/or In Care Of...

· Contact Person

· Telephone Number

· Federal Employers Identification (FEID) - Very important for the New Hire Report match. 

· Station Desk # of the staff person providing the information

· Salary or Salary Range

The Job Bank staff is available to provide assistance regarding questions related to the data entry of job orders.  All job orders provided to the Job Bank must include the station desk number of the individual submitting/entering the job order.

It is mandatory that all One Stop personnel who enter job orders on behalf of employers in ODDS, make personal contact with the employer prior to the job order being listed.  Personal contact with the employer can be made by telephone, in-person, fax, mail, or e-mail.  The employer, when listing job openings, should be notified that the information provided to the Regional Job Bank would be disseminated at the local, state and national levels.  In addition, the employer should be made aware that there would be follow-up contact to verify placement (employment) information. 

Mass Recruitments

Mass recruitments are one-time arrangements with employers who are staffing new or expanding businesses.  It usually involves the hiring of a large number of people at one time or over a short period of time; the recruitment can be at the employer’s place of business, at a One-Stop, or at another site (for instance, in a shopping center).  Job order(s) must be entered in ODDS prior to the recruitment and should include all pertinent information including the FEID number and should be put on HOLD (so that the order cannot be viewed by the public while pending verification of those individuals hired) at the conclusion of the recruitment.  Applicant data required for a partial registration can be entered on sign-in logs during the recruitment and placements entered on the mass referral screen (E) when hiring results have been received.  One-Stops are not required to enter the applications of those not hired.

Recruiting Agreements

Recruiting agreements are on-going arrangements with employers who want all applicants/applications to be screened at a particular One-Stop center or by a specific One-Stop placement specialist.  Job order(s) must be entered in ODDS and will remain open for a maximum period of six (6) months, after which a new order(s) can be re-entered.

Job Fairs

Job Fairs are strongly encouraged in Region 23 and can serve as excellent public relations venues for contracted service provider’s employers and job seekers.  Service providers are encouraged to obtain job orders from the employers participating prior to the event.  Unless the employers list job orders in advance, employment outcomes are often minimal.  This is the only instance that partial applicant registrations and delayed verifications are acceptable.  Sign-in logs listing the job applicant’s name, social security number (and other partial registration data) are to be provided (by e-mail or fax) to the Regional Job Bank within five (5) working days after the event, which are necessary to ensure the integrity of the Job Fair results.
Manual Obtained Employments

A Manual Obtained Employment can only be entered within ninety (90) days of the customer receiving one or more of the prerequisite services.  The ODDS R Screen must be annotated with the following information:

· Name of Employer

· Date of Hire

· How? Where? And by Whom the information was obtained.
Identifying Special Populations in ODDS

Effective July 1, 2004, SFW has vendors or contractual agreements with organizations that provide specialized services to the disabled and offender population.  Customers who receive services from these organizations must be registered in ODDS for tracking purposes.  Customers identified in ODDS as disabled or offenders may be contacted and provided services by the disabilities contractor.  The registration must remain in the One Stop where the customer is initially registered.  Any customer who receives services from the contracted disabilities service provider will be identified with a specific annotation in the LOC FIELD on the ODDS A SCREEN (the exact notation has yet to be determined).  This will also be the case when the contracted service provider for offenders provides services to offenders; there will a specific annotation in LOC FIELD on the ODDS A SCREEN.  Registrations will not be removed from the One Stop in which they are registered if the customer is disabled or an offender, and designated contracted service providers for this hard-to-place population provide services.

Wagner-Peyser Performance Requirements

The Wagner-Peyser performance requirements listed on the State Red and Green Report are as follows:

· Wagner-Peyser Entered Employment Rate – Based on data entered into ODDS and data reported by the Department of Revenue monthly New Hire Report, the percentage of Wagner-Peyser applicants who enter employment. 

· Wagner-Peyser New Hire Involvement Rate – The total Wagner-Peyser employment expressed as a percentage of the total new hires reported by the Department of Revenue monthly New Hire Report. Standard 

· Wagner-Peyser Employer Involvement Rate – The total number of employers receiving Wagner-Peyser services expressed as a percentage of the total number of employers reporting new hires in the Department of Revenue monthly New Hire Report. 

· Customer Satisfaction – WAGNER-PEYSER - The average participant rating for the three federally mandated questions and additional state questions regarding overall satisfaction expresses as a percentage of the region’s negotiated goal. 

· Customer Satisfaction – EMPLOYERS – Based on a monthly telephone survey, the average employer rating for the three federally mandated questions and additional state questions regarding overall satisfaction and reported on a 0-100 point scale. The methodology is that currently employed under WIA for the regions in the survey conducted in Florida by Brandt Information Services, Inc. under contract with WFI. 

AWI Personnel Standards and Position Description/Qualifications

AWI WP funded staff new hires after June 30, 2004 must meet the minimum qualifications for the position for which they have been selected. The positions and minimum qualifications are listed below.

Greeter/Receptionist

Provides direct customer service, clerical and general office support to the contracted service providers staff and customers.  Candidate must demonstrate thorough knowledge of One Stop, including partner services, is able to evaluate customer requests and be familiar with the general eligibility requirements for programs funded by South Florida Workforce.

· High School Diploma or GED.

· One-year experience in customer service, employment and training or social services is preferred.

· Dynamic Works Tier I certification or become certified within 90 days of hire.

· Excellent interpersonal and communication skills.

· Ability to pass a background check.

· Basic computer knowledge and familiarity with common office equipment.

· Bilingual preferred: English/Creole or English/Spanish.

Customer Service Representative

Provides direct customer assistance in a professional environment in which individuals can conduct career and occupational exploration and improve their employability and job seeking skills in a self-service environment.  Candidate must demonstrate a thorough knowledge of One-Stop Career Center operations, including partner services, is able to evaluate customer requests, is familiar with the general eligibility requirements for all programs funded by South Florida Workforce.

· Associate of Arts or an Associate of Science degree in Social Work, Psychology, Human Services Counseling, Occupational and Adult Studies, Career Counseling, Human Relations, Education, Vocational Therapy or Sociology, or related field.  One year or verified experience in customer service, employment and training or social services is preferred.
· Dynamic Works Tier I certification or become certified within 90 days of hire.
· Ability to pass a background check.
· Excellent interpersonal and communication skills.
· Basic computer knowledge and familiarity with current desktop applications, Internet browsers (research skills), e-mail applications, South Florida Workforce website, resume writing software and common office equipment.
· Bilingual preferred: English/Creole or English/Spanish

Job Placement Specialist

Responsible for job development, job placement and job matching and other activities related to obtaining employment.  Skills matching (hard and soft), job candidate qualification, job coaching, and job counseling are the most critical functions performed by this classification.  The Job Placement Specialist’s primary responsibility is to evaluate a customers’ skill sets and abilities to compare with jobs available in the Job Bank, for special recruitments for employers and/or any other source of job listings internal or external, or both.

· Bachelor’s degree in Management, Marketing, Business, Business Administration, the Social Services, Human Resources or related area.

· One year of verified experience in Human Resources, job development or staffing agency preferred.

· Dynamic Works Tier I certification or become certified within 90 days of hire.

· Ability to pass a background check.

· Excellent interpersonal and communication skills.

· Interviewing, assessment and skills matching experience required.

· Strong organizational skills.

· Bilingual preferred: English/Creole or English/Spanish.
�PAGE \# "'Page: '#'�'"  ��This sentence is redundant.  Last sentence in previous paragraph says the same thing.


�PAGE \# "'Page: '#'�'"  ��this sentence needs to be revised to reflect what may happen if services are documented appropriately


�PAGE \# "'Page: '#'�'"  ��please define fully.  I see it in the next sentence; diregard comment





	Revision No.: NA
	Supersedes: NA
	Issued by/Contact: 
Don Walker, AWI Program Manager
Don Walker


Page 1 of 7

