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INSTRUCTION LETTER WI B

INSTRUCTION NUMBER: WIA 11-22
WORKFORCE
INVESTMENT BOARD
TO: All SC Works Staff
SUBJECT: SC Works Center Leadership Team Roles and Responsibilities and Functional
Supervision
DATE DATE DATE
ISSUED: April 11,2012 EFFECTIVE: Immediately EXPIRES: Indefinitely

PURPOSE: To communicate State Instruction Number 11-11 regarding roles and responsibilities
within the SC Works Centers.

BACKGROUND: As South Carolina has moved to an integrated service delivery model, including
the incorporation of functional supervision within the SC Works Centers, it has become necessary to
define the roles and responsibilities of two main entities represented in the centers.

ACTION: It is the responsibility of each staff member to read the attached State Instruction Letter

11-11 and be familiar with the policy and information found within.

INQUIRIES: Questions may be directed to Ann Angermeier, Executive Director, at (864) 596-2028
(TTY:711) or angermeier@upstatewib.org.
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Ann Angermeier, lirﬁtor

Source: State Instruction Letter 11-11
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STATE EMPELOYMENT AND TRAINING INSTRECTION NUMBER: 11-11

10): Poval Workforee fnvesimend Area Ndmbmstrators,
SCOW ork~ Center Operatorss DEW Area Directors and
YN Stadt Nomaers

SUBJFCT: SC W aorks Center [ eadership Team Rodes and Responsibrines
and Functona! Sapers ot

ISSUANCE DATE: NMarch o 20

EFFECTINE DAL Pediaten

PLRPOSE: o provide gudance too the South Caroima worktorce ssstem on tunctional
superyision and the roles and responstbilives of the imtegrated managemens structure im the N
Works O erters

BACKGROUND: A+ o oresult o the Sonth Caroling Staie Warkloree investment Boand '~

efforts o mterrate the worktoree sustem and provide scamicss serviee detnvery e employers and

job sechers the stare has adopted o functional supersision moedel tor operating the S Woorks
Centers. The Centers are operated by the Tocal Waorktoree fnvestment Boards (0 WITBY vet many
of the proerams and activities are administered. nuanaged and statted by partner agencies. the

majority of wnieh are through the Department of Emplesment and Worktorce 1DEW

LW s are represented i the arca by the Waorkforee Administrators and i the Centers by ther
destenated SC Works Operators. DEYW is represented in the arca by the Area Directors and i
the Centers By DEW Staff Managers Sttt Manueers report direetdy 1o Area Direetors. and
Operators  report directly o Mdmpestrators dnoan ctort o0 claniy the adthonty and

responsibifinies of this leadership ream the followmn

TR N Ha - . Ao
o detines are prisy idedd

POLICY: | WA Worktoree Admustrgrors and DEAY Nrea Dhirectors st work together o
ensure efficient and eftective debivery of serviee mthe SC W orks Centers as well as the focal
workioree mmvestment arca. WEA and DEW feadersing must provide a scamiess aleliveny af

prograiits iid servies ol stakehobders i umitied parner<

Communication and collaboration among all members of the leadership team is imperative
to the successtful operation of the SC Works Centers. It s recommended that there be
regularly scheduled meetings of the LWEA and DEW Jeaders, as well as regular bricfings
for all C enter staft,

“Putting South Carolintans Rack to Work”



T conlaboraion awith e DR Stals Vanaeer the responsibilities of the SC Works Center

Operator include. but are ot dmited o the tallowing geneiies

o Schedule partner and other meeting s and i ey

o Uhganze and mgimtain a schedule tor siabting the SO Works Conter and assten reasald
stat! bused on eperational need-

o Recen e and respond oomternal and exwernal Cenier-related mguimes

o bactitate Center operations g dor b stat s needed

e Adopmror and irack seryices provided mothe € eme

o fdenuty and recihitate tmely resoluinen of problemisc complamiss and other isstics

o Commuarigate sith DEN Stan NMameers and or Ve Directors on issaes perhining iy
Shite merit stalt personned actions

o Covrdinate and faciitate implementatien of the SU & orks Center Certiheation standards

o Murk closehy aath DEW Stadt Manager 1o mercase commuanicanen i order 1o tacrhiate
cificient amd ettective operations

n cotlaboration with the SC Waorks ©enter Oiperaior the responsibilities of the DEN Staff
Manager mclude. but are net bimited to0 the tolionmye actvitios

e A\luke recommiendations 1o hires discipiiary o and or wernmmations of DS s

o Conduct pertormance appraisals tor PEW stalt ctecdback tromy Operators chieouraded !

o Approse DEW qatt schedudes: nme accounting. acation and other fea o requesis

o vpepren e N st o el reguests and remamitrscenci s

o Revonve and respond to mternad and esternal inguiries regirdime DEW piocraims

o boachiate PYOW pracran iranmnyg fer st s needad

o Keportall meidents veog, securtty . anjury . ctey to e SEW orks Center Oiperator

o st Opcrator soath miplementation of the S€ W arks Center € ertification standards

L

Work clesety it the SE Waorks Conter Operator o increase commuiication in order to

taciltane ehhivient anid el g aperations

ACTION: You are responsible tor the distibation and nnplementatton of Sas pebes condance
swithin s our iocal worktoree <y stem

INQUIRY:  OQuestions may be direced 00 Par o Sherlock w0 o805 737 0nit
psherlock @ dew. sc.gov o Nuartha Sterhenscs X050 7700108 mstephensen aidew .sc.gon
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