











MEMORANDUM

DATE: May 9, 2008
TO: Workforce Investment Board
FROM: Jason Buckingham
SUBJ: Common Intake Policy
[ ] Resolution <] Action Item [ ] Information

On Friday May 2, 2008 One-Stop service providers and partners met to discuss issues
occurring within the One-Stop Career Centers. One topic that was discussed was that
of standardized intake procedures throughout our local One-Stop system. What we
discovered was that local centers have variations in the requirements for individuals
accessing the centers. These procedures may, in fact, be common within each county’s
individual centers but not once county lines are crossed.

During our conversation a common theme arose regarding our support for the concepts
of the “Integration” initiative. Therefore, we compiled the requirements of the partner
agencies staffing the centers and determined that there is a need for the WIB to adopt a
policy of common intake. This policy would require staff to collect information
documenting a person’s right to work prior to their accessing services at the centers.

The impacts of such a policy on staff and center visitors are minimal provided the
information is clearly communicated in our interactions with the public. Therefore, staff
training would be necessary. This training would assist staff in determining if this
information has been documented in the past, acceptable methods of collecting the
information and appropriate ways to verbalize these requirements to the public. In
addition, we would request that all marketing materials contain a short disclosure
explaining that “*Right to work in the US must be verified.”

WIB acceptance of such a policy for all service providers has many benefits, therefore,
attached is a draft Policy for your review and acceptance.
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One-Stop Career Center Common Intake Policy

POLICY:

Right to work documentation must be verified up front on all One-Stop Resource
Center visitors prior to usage of the center resources and issuance of a tracking
card.

This Policy must be communicated to all center visitors either via telephone when
the center is contacted or in writing when marketing or other materials are
distributed. When in writing, the following disclosure must be included in no less
than 10pt font: “*Right to work in the US must be verified.”

Acceptable Forms:
e Any item or combination of items considered acceptable from the “I-9”

e Any item or combination of items considered acceptable from form DE 8401,
titled “Attention All Job Seekers”, or Spanish version titled “Attention All Yob
Seekers

« Any verification from another Government agency as indicated by the
CalJOBs Right to work checkbox.



COMMITTEE UPDATES

o Business Services/Marketing Ad-Hoc —met 4/30; received approval from
Finance Committee for marketing budget line item; tentative meeting
5/28/08 for business services training

« Bylaws Committee — pending scheduling upon completion of revised
bylaws
— reviewed current bylaws for compliance with various State and Federal
guidelines, procedures and polices as well as internal process to meet
WIB operating needs; Second revision of bylaws in process; will be
provided to committee for review and scheduling of next meeting

e Finance Committee — met on 5/12/08; special meeting to approve
budget; next meeting 6/6/08

e One-Stop Service Delivery —next meeting was scheduled for 4/23/08;
cancelled effective 4/16/08 — pending reschedule:
- 1) implemented one-stop surveying for 2 weeks; 2) reviewing Business
Services/Marketing activities; 3) establishing foundation for Integrated
Service Delivery

e Youth Council — next meeting 5/28/08
— 1) Reviewing existing youth groups and resources based on Strategic
Planning Session recommendations, 2) Youth Corner at each One-Stop;
3) Exploring El Dorado County model and process

e Nomination Committee — pending scheduling of May meeting

05-15-08 WIB
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