INSTRUCTION LETTER WORKFORCE

INVESTMENT BOARD

INSTRUCTION NUMBER: 17-12 WIOA

TO: All Grantees

SUBJECT:  Employer Service Performance Indicaters and Employer Service Codes

DATE DATE DATE
ISSUED: July 2, 2018 EFFECTIVE: April 26,2018 EXPIRES: Indefinitely

PURPOSE: To issue a local policy regarding employer service performance indicators for
Workforce Innovation and Opportunity Act (WIOA) Title I and Wagner-Peyser programs and
issue revised employer service codes and definitions.

BACKGROUND: One of the primary indicators of performance required by the Workforce
Innovation and Opportunity Act is Effectiveness in Serving Employers (ESE). This indicator is
measured as a shared outcome across all six core programs within each state to ensure a holistic
approach to serving employers. The U.S. Departments of Labor and Education are implementing
the ESE Indicator in the form of a pilot program. Three approaches for measuring ESE were
developed at the federal level:
¢ Relention Rate — the percentage of participants with wage records who exit and
were employed by the same employer in the second and fourth quarters after exit;
* Repeat Business Customers Rate — the percentage of employer establishments
using services during the year that also used services within the previous three
years; and
e Employer Penetration Rate — the percentage of employer establishments using
services out of all employer establishments in the state.
NOTE: The number of employer establishments is defined by the Bureau of Labor Statistics
(BLS) Quarterly Census of Employment and Wages (QCEW) program. For employers with
more than one physical location, the QCEW reports each work site as a separate establishment,
and; therefore, the total number of business establishments receiving services is counted this
way.

States were required to select two of these three approaches to report on the ESE indicator. The
ESE approaches currently being piloted in South Carolina include Employer Penetration Rate
and Repeat Business Customers.
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POLICY: The new ESE performance indicator makes tracking employer services in the SC
Works Online Services (SCWOS) system vitally important. In preparation for this reporting
requirement, the employer service codes have been revised (Attachment A) and mapped to eight
employer service categories specified by the U.S. Department of Labor and Education
(Attachment B). The first annual reporting on the ESE Indicator will be October 2018 and will
cover the period July 1, 2016 through June 30, 2017. No data prior to July 1, 2016 will be
included in federal reporting.

Reviews of employer services records in SCWOS reveal that changes are required to ensure the
accuracy and integrity of data for annual ESE reporting. All employer services entered in
SCWOS must meet the definition of the applicable employer service code. In addition, it is
integral that case notes be added concurrently with employer service codes to protect the
integrity of the data, to ensure compliance with guidance for monitoring purposes, and to advise
other Business Services of the engagement in detail to avoid duplication of services. Local
WIOA Title I and Wagner-Peyser staff are instructed to review all employer services in SCWOS
from July 1, 2016 forward and correct employer service codes in accordance with this guidance.
See Attachment C for examples of Incorrect or incomplete employer service data in SCWOS, as
well as instructions to identify and correct data.

ACTION: Ensure that this policy is distributed to all appropriate staff and that they understand
this policy. SCWOS data for employer services July 1, 2016 and forward must be reviewed by
staff and necessary change notices submitted by June 30, 2018.

INQUIRIES: Should you have any questions concerning this instruction, please contact Dana
Wood at (864) 596-2028 (TTY: 711 or wood@upstateworkforceboard.org).

Angerineiey, Director

Sounrce: Workforce Innovation and Opportunity Act, Public Law 113-128, Section
116(b)(2)(A)(IX V), 20 CFR Parts 677.155(a)(1)(vi) and 677.155(c)(6), USDOL Training and
Employment Guidance Letter 10-16, Change 1, and State Instruction Letter 17-09.
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Attachment B — Employer Service Categories

Employer Information and Support Services

The total number of establishments that, during the reporting periad, received staff-assisted services designed
to educate them about and engage them in the local job market/economy and the range of services available
through the One-Stop delivery system. Establishment information services may be provided in a variety of
service interventions including orientation sessions, workshops, or other business consuitations (e.g., initial
site visits). Information and support services that are delivered to establishments through mass mailings or
communications, “cold” calling or other follow-up contacts, and regular establishment newsletters, brochures,
or publications are not reportable services under this category.

These services Include, but are not limited to, providing information on:

e State and Federal tax credits or workforce investment incentives (WOTC);

e Customized workforce information on State, regional and local laber market conditions, industries,
occupations, and the characteristics of the workforce, skills businesses need, local employment
dynamics information such as workforce avallability, worker supply and demand, business turnover
rates, job creation, and job identification of high growth and high demand industries; and

¢ Proactive linkage and referral of establishments to community resources that support their warkforce
needs.

Workforce Recruitment Assistance
This category includes the total number of establishments that, during the reporting period, received
workforce recruitment assistance from staff or remotely through electranic technologies.

These services include, but are not limited to, assisting employers to meet their human capital and skilled
workforce needs by:

s Supporting employers’ search for qualified candidates;

e Securing information on job requirements and providing employers with One-Stop staff support for
candidate screening and pre-employment interviews at the One-Stop Career Center (or affiliate site) or
on site at the place of business;

e Taking job order information and promoting the employment opportunities (advertising the opening
to the workforce);

e Conducting special recruitment efforts including out-of-area or out-of-state recruitment for candidates
with special skills;

Organizing, conducting, and/or participating in job fairs;
Providing employers with meeting/work space at the One-Stop Career Center (or an affiliate site} for
screening and interviewing;

e Conducting pre-employment testing, background checks and assistance in completion of the -9
paperwork; and

¢ Providing employers with job and task analysis services, and absenteeism analysis.

Engaged in Strategic Planning/Economic Development
This category includes the total number of establishments that, during the reporting period, were engaged in

either workforce investment strategic planning or business growth and economic development strategic
planning.

These activities could include, but are not limited to:
e Participating in community-based strategic planning;
» Sponsoring employer forums;
+ Securing information on industry trends;



Attachment B — Employer Service Categories

» Providing information for the purpose of corparate economic development planning; and

» Partnering in collaborative efforts to identify workforce challenges and developing strategies to
address those challenges.

Accessing Untapped Labor Pools
This category includes the total number of establishments that, during the reporting pericd, established
pipeline activities in partnership with the public workforce system.

Activities include, but are not limited to:
e Outreach to youth, veterans, Individuals with disabilities, older workers, ex-offenders, and other
targeted demographic groups;
e Industry awareness campaigns;
Joint partnerships with high schools, community colleges, or other education programs to improve skill
levels; and
® Programs to address limited English proficiency and vocational training.

Troining Services
This category includes the total number of establishments that, during the reporting period, received publicly
funded training assistance, including customized training, on-the-job training, and incumbent worker training.

Incumbent Waorker Training Services {subset of Trgining Services)
This category includes the total number of establishments that, during the reporting period, received publicly
funded incumbent worker training assistance.

Ropid Response/Business Downsizing Assistance
This category includes the total number of establishments that, during the reporting period, received an initial
on-site visit or contact to either (a) discuss the range of rapid response services and other assistance available
to workers and employers affected by layoff, plant closures, or natural disasters, or (b} as required by WIOA
Section 3(51)(A}, plan a payoff response following notification of a current or projected permanent closure or
mass layoff, including natural or other disasters.

Planning Lovoff Response (subset of Rapid Response/Business Downsizing Assistance}

This category includes the total number of establishments that received an initial on-site visit or contact, as
required by WIOA section 3(51)(A), to plan a layoff response following notification of a current of projected
permanent closure or mass layoff, including natural or other disasters.



Attachment C - Examples of Incorrect/Incomplete Data and Instructions for Correction
Incorrect Use of Service Codes

Example 1 - Twelve (12) “E20 - RR-Funded IWT Agreement for Layoff Aversion” service codes were entered for
one employer in a span of three months. The description and notes of the service code that are currently
available from SCWOS Online Resources-Employer Service Code Definitions read, “Employer signed a RR-

funded IWT Agreement. Case notes must include the IWT Agreement Number. Number of positions and
timeline.”

The revised codes attached to this state instruction do not redefine the description and notes, but simply
improve the language to sirengthen the meaning and intent of the service code, “Employer signed a Rapid

Response-funded IWT Agreement for Layoff Aversion. Case note must include the IWT agreement number,
number of positions and timeline.”

This activity should only be used when a business actually signs a RRIWT agreement or for follow-up once the
agreement is signed, not for the purposes in the example below.

Staff Name: Pepper Potts Phone: B43-555-1212
*Activity/Service: E20 - RR-Funded IWT Agreement for Layoff Aversion
Scheduled Date: | = Teday
Scheduled Time: _BI :[_E WE
Actual End Date: = Today
Completion Code: Successful |V
*Reglon: | v
*Office: v
Position: Staff v
Contact Type: None Selected V|
Contact Method: None Salected ﬂ
Contact Name: None Selected ™|
Rapid Response Event Number: [ Eind Rapid Response Event |
TAA Petition Number: ' [ Find TAA Petition |
Stark industries
100 fron Way
*"Worksite Location: Chester, SC
[ Find Worksite Location )
Hovwmed had a quastion regarding Maria’s emaik.
Comments:
[ Add a new Case Note | Show Filter Criteria |
Case Notes: ID Create Date Subject Actions

No data found.

*Note ~ During research, it was identified that E20 employer service codes were being used when providing
RRIWT or IWT information only. The description and notes for the service code must be adhered to at all
times,



Attachment C — Examples of Incorrect/Incomplete Data and Instructions for Correction

Incorrect Use of Service Codes {cont’d,

Example 2 ~ Twenty-six (26) “E13 - OJT Agreement” service codes were entered for one employer in a span of
three months. In addition, seven (7) “E20 — RR-Funded IWT Agreement for Layoff Aversion” and three {3) “E40
- State or Local IWT” service codes were also entered during this time. The employer is 1) pending verification
and 2} a marketing lead. These codes were entered in contradiction of State-issued guidance requiring
employer registration and verification in SCWOS and there is no participant activity associated with the
employer. Case notes should be entered in lieu of codes if no true service is being provided.

[pe—— Smp

FEL = ap——

L4 ket A

i

o o s "

e il wan

RS —
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tast Successful Login:

Source of Registratiom: Direct - Staff Entered Entry
Registration IP Locabon:

Employer Audt History:  Vigw Empl s
Empioyer Access Rights:  Pending Verification
Account Typels: Marketing Lead




Attachment C - Examples of incorrect/Incomplete Data and Instructions for Correction

Incorrect Use of Service Codes (cont’d,

Example 3 - “E02 — Provided Job Fair/Hiring Event Services” or “EO3 - Provided Job Order Assistance and

Follow-up” codes entered for an employer that is not verified in SCWOS and is set as a recruiting lead.
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Attachment C - Examples of Incorrect/Incomplete Data and Instructions for Correction

Steps to Identify and Correct Data

Instructions to Run Services Provided Employer Report

To identify employer services data requiring carrections or to monitor employer service code use, the

following instructions should be used to run Services Provided Employer Reports:

Path to Run Report — Log in =¥ Left navigation bar < “Detailed Reports” <» “Services Provided Employer” =»
“by Region/LWIA” < Select local area < Select “Marketing Lead” as the Employer Account Type < Select
desired employer service codes or ignore to include all service codes =» Select desired date range = Click

“Run Report”

Serins Pirded | = oy (

Ceiptey Sorvate Srommitend 5 pappery Krgrery

Employer Account
Type:

Ragaee L WIA Status * Ative nsclve a8

[
o Ol . WorkLink &
. g Upper Savannsh o

Upatate

Cfter of Secar. 2 Dfice Cremea Offics L fekiegt

Ofies Stine: ¥ aom reav T A1

et e
gt By Spren otrd Py ilind 10t ol ot Rogar b3



Attachment C — Examples of Incorrect/Incomplete Data and Instructions for Correction

The report should then display. You may export to PDF, Excel, Word, etc.

Services Provided Employer Reports - by Region ILWIA

- Regeon/L WA,
- Erployer Atcourt Type Markebng Lead
« Office of Record. Office Created
- Actyal Dete. 1212018 - 4202018

RagionLWIA Total Employsrs Total Sarvices
L 241
Raglon/LWIA Tols! Employers Tolal Services
Total Rows: 1 54 11

K4y  ofes P M < g &

XML file with report data |
TGSV (comme delimited)

PDF

MHTML (web archive)

Excel

Word

Instructions to Correct Data

Document any change to the employer record in case notes and submit a change request to
PolnPro@dew.sc.gov. If an incorrectly entered service code needs to be deleted, a case note outlining the
activity that occurred must be entered before deletion of the service proceeds; this will ensure continuity of
contact made and allow other business services staff to understand all contact that has transpired with an
employer.



