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JOB INFORMATION

WORKSITE ASSURANCES

As a worksite, we agree to:

1. Provide meaningful, well-supervised, safe employment.

2. Assure compliance with the Iowa “Employee Right-to-Know” and OSHA Standards.

3. Assure employment of the above will be supplemental and will in no way affect status of regular employees or seasonal employees normally hired.

4. Cooperate with Kirkwood Skills-to-Employment staff in monitoring work status.

5. Adheres to the regulations and conditions of the Natural Disaster Employment Project.

6. Give Kirkwood Skills-to-Employment prior notification if the worksite decides to dismiss a participant.

7. Assure sufficient work, equipment, and materials to do the job.
KIRKWOOD SKILLS-TO-EMPLOYMENT ASSURANCES

As a service provider, we agree to:

1. Certify eligibility of all participants prior to placement at the worksite.

2. Provide orientation and information to participants and worksite and worksite supervisors.

3. Not develop work assignments related in any way to political, electoral, partisan or religious activities.

4. Provide explanation of the program and furnish time cards to record the participant’s attendance and hours of participation.

5. To provide periodic monitoring of the worksite and participant’s activities.

6. Pay participants wages, Workers’ Compensation and liability insurance for fully subsidized positions.

	The SERVICE PROVIDER and the CONTRACTOR have reviewed this contract and the attachments as described and have agreed to execute this agreement as of the date above written, and have authority to do so.


FOR THE SERVICE PROVIDER:



FOR THE WORKSITE (SIGNATORY DULY AUTHORIZED):

________________________________________
______________________________________________

Workforce Consultant Signature and Date

Signature

________________________________________
______________________________________________

Director Signature and Date



Name and Title and Date 
Emergency Public Jobs – Iowa Tornado/Flood Project

EPJ Work Experience Statement of Work
1. The purpose of this agreement is to provide participants with short-term or part-time work assignments designed to assist with the flood/tornado clean-up efforts. 
2. A job description is attached to and made a part of this agreement.  The Contractor agrees to provide work activity and adequate supervision for all participants named in this contract.

3. The Contractor will provide work activity for the participant(s) within the rules and scope of the Emergency Public Jobs Program.  The Contractor will abide by all State and Federal regulations governing employment situations in this EPJ work experience activity.

4. The Contractor and the Service Provider, as evidenced by their signature(s) on this contract, assures that any and all necessary safety training needed to perform the duties associated with this work experience have been provided to and successfully completed by the participant.

5. The Contractor and the Service Provider, as evidenced by their signature(s) on this contract, assures that any and all EPJ worksites, where participants will be entering or impacting natural areas, have made the appropriate contact with the Department of Natural resources to ensure that activities are not negatively affecting endangered species or their habitats.  
6. Through the Service Provider, the participant(s) will receive prevailing wage(s) for each job description/training outline for actual hours spent in EPJ activity.  It is the responsibility of the service provider to pay FICA. Worker’s Compensation will be provided through the State Administrative Entity.

7. Unemployment Compensation will not be provided for the EPJ work experience participants.

8. The Contractor will notify the Service Provider in the event of an injury or accident involving the participant(s) performing under this Contract.  Such notification shall be made within twenty-four (24) hours of occurrence.

9. The Contractor will submit time and attendance reports to the Service Provider on forms provided by the WIA Representative in a timely manner.

10. At a minimum, the following records are to be kept by the Contractor: daily participant time/attendance records, signed contract with any modifications, contract claims, invoices, correspondence, and customary personnel files.  These records shall be kept for a minimum of three (3) years following the conclusion of this contract.

11. Any violation of these items stated herein may result in the termination of this agreement.  A written notification of the violation will be sent to the worksite allowing one week to correct the situation.  If corrective action is not taken, the participant will be removed from the worksite.  However, any situation found at the worksite which could cause imminent physical or emotional damage to the participant warrants the immediate removal of the participant until corrective action is taken.


The Contractor will not receive any payment as a result of this agreement.


Workforce Investment Act (WIA)


GENERAL PROGRAM PROVISIONS


Effective July 1, 2000

1.
Access to Records and Training Sites.  At any time during normal business hours and as frequently as necessary, the CONTRACTOR will make all of its records pertaining to matters covered by this contract available to the PROGRAM OPERATOR/FISCAL AGENT, Kirkwood Community College and/or their designee and the Iowa Department of Workforce Development, the State Auditor, Comptroller General of the United States, Department of Labor staff, and the Regional Workforce Investment Board/Local Elected Officials.  The CONTRACTOR shall permit these agencies to audit, examine, make excerpts or transcripts from such records, contracts, invoices, payrolls, personnel records, conditions of employment or other records and data relating to this Contract and conduct on site interviews with those directly involved with the contract.

2.
Adequate Insurance. Although the PROGRAM OPERATOR/FISCAL AGENT maintains a limited accident insurance policy for classroom training site injury, the CONTRACTOR must maintain adequate insurance coverage including but not limited to Workman's Compensation and liability insurance for staff and those participants enrolled in activities not covered by Workman's Compensation.

3.
Appeals/Grievance Procedure.  If any dispute arises from the operation and/or implement​ation of this Contract, settlement shall be sought through the PROGRAM OPERATORS WIA Complaint Procedure.  Participants trained by CONTRACTOR through this contract will first follow the CONTRACTOR's grievance procedure if in place.  If the Contractor does not maintain a grievance process or if the employee/trainee wishes to appeal, the complaint will go through the PROGRAM OPERATOR’S WIA complaint process.  Complaints involving the Workforce System in Region 10 will go through the Coordinating Service Providers complaint process.  Copies are available upon request.

4.
Assignment of Liability.  Recipients of funds under this contract are prohibited from assigning liability and responsibility under the contract to another party.

5.
Audit/Monitoring.  A sample of contracts under $25,000 are selected for audit.  If selected for review through audit or monitoring, the CONTRACTOR agrees to provide information needed upon request, and will obtain additional information or documentation as needed.

6.
Award of Academic Credit.  Contracts which include the award of academic credit must adhere to standards and procedures governing such award and the certification of educational attainment consistent with the requirements of applicable state and local law and regulations.

7.
Compliance with Law and Regulations.  Recipients of funds under this contract must comply with the Workforce Investment Act law, regulations and policies, its implementation regulations, state regulations, the Iowa WIA Handbook, the Region 10 Plan, and applicable Child Labor Laws.  Any modification or amendment to these laws and regulations apply to the contract.

8.
Conflict of Interest.  Recipients of funds under this contract shall avoid conflict of interest and the appearance of conflict of interest in all transactions involving WIA funds.

a.
General Assurance - Every reasonable course of action will be taken by the CONTRACTOR in order to maintain the integrity of this expenditure of public funds and to avoid any favoritism or questionable or improper conduct.  This Contract will be administered in an impartial manner, free from personal, financial, or political gain.  The CONTRACTOR, its executive staff and employees, in administering this Contract, will avoid situations which give rise to a suggestion that any decision was influenced by prejudice, bias, special interest, or personal gain.

b.
Conducting Business Involving Relatives - No relative by blood, adoption or marriage (for the purposes of this Contract, "relative by blood, adoption or marriage" shall include:  wife, husband, son, daughter, mother, father, sister, sister-in-law, brother, brother-in-law, aunt, uncle, niece, nephew, stepparent, and stepchild) of any executive or employee of the CONTRACTOR shall receive favorable treatment for enrollment into services provided by, or employment with, the CONTRACTOR.  The CONTRACTOR shall also avoid entering into any agreements for services with a relative by blood, adoption, or marriage.  When it is in the public interest for the CONTRACTOR to conduct business (only for the purpose of services to be provided) with a relative, the CONTRACTOR shall obtain approval from the PROGRAM OPERATOR/FISCAL AGENT before entering into an agreement.  All correspondence shall be kept on file and available for monitoring and audit reviews.

c.
Conducting Business Involving Close Personal Friends and Associates - Executives and employees of the CONTRACTOR will be particularly aware of the varying degrees of influence that can be exerted by personal friends and associates and, in administer​ing the Contract, will exercise due diligence to avoid situations which may give rise to an assertion that favorable treatment is being afforded to friends and associates.  When it is in the public interest for the CONTRACTOR to conduct business with a friend or associate of an executive or employee of the CONTRACTOR, a permanent record of the transaction will be retained.

d.
Avoidance of Conflict of Economic Interest - An executive, officer, agent, representative, or employee of the CONTRACTOR will not solicit or accept money or any other consideration from a third person or entity for the performance of an act reimbursed in whole or in part by the CONTRACTOR.  Supplies, materials, equipment, or services purchased with Contract funds will be used solely for purposes allowed under the Contract.

e.
Council Member Conflict of Interest - No member of any council under this Act  shall cast a vote on the provision of services by that member (or any organization which that member directly represents ) or vote on any matter which would provide direct financial benefit to that member.

9.
Contingent on Funding/Authorization. This agreement is contingent on availability of Federal funds and continued Federal authorization for program activities.  The PROGRAM OPERATOR/FISCAL AGENT may terminate this agreement immediately in whole or in part due to the lack of funds or authorization for program activities.

10.
Contractor Audit.  Contractors receiving $25,000 or more in WIA funds during a fiscal year or in one contract covering more than one fiscal year, are required to supply a copy of an agency/program audit that meets WIA audit standards including requirements in OMB Circular A-128 or A-133.

11.
Contract Termination.  This contract is contingent upon the availability of federal or state funds and continued authorization for program activities.  The PROGRAM OPERATOR/FISCAL AGENT may terminate this Contract immediately in whole or in part due to the lack of funds or authorization for program activities.

The PROGRAM OPERATOR/FISCAL AGENT may terminate this Contract in whole or in part whenever it determines that there is a substantial violation of a specific provision of the Workforce Investment Act , the federal regulations, the Iowa Administrative Code, the Iowa WIA Handbook, this Contract; or if the CONTRACTOR fails to make adequate progress so as to endanger performance, and corrective action has not been taken within thirty (30) days of notification by the PRORAM OPERATOR/FISCAL AGENT.  In such case, a notice of intent to terminate all or part of the Contract including the reasons for the termination and effective date of the termination will be issued by the PROGRAM OPERATOR/FISCAL AGENT.

The PROGRAM OPERATOR/FISCAL AGENT may terminate this contract for "convenience", for example if work no longer needs to be done.  When settling a contract so terminated, the CONTRAC​TOR may be compensated for work already completed or in process.

In emergency situations, as determined by the PROGRAM OPERATOR/FISCAL AGENT, to protect the integrity of funds, the safety of trainees, or in situations where labor disputes or layoffs occur, the PROGRAM OPERATOR/FISCAL AGENT may immediately terminate or suspend the contract, in whole or in part.  Failure to accept a modification proposed by the CONTRACTOR may be grounds for the CONTRACTOR to terminate the Contract.

12.
Davis-Bacon Act.  All laborers and mechanics employed in any construction, alteration or repair, including painting and decorating, of projects, buildings and works which are federally assisted under WIA shall be paid wages at rates not less than those prevailing on similar construction in the locality as determined by the Secretary of Labor.

13.
Debarment/Suspension.  The recipient of funds under this contract assures that its business or enterprise is not currently subject to Federal government debarment or suspension provisions.

14.
Duplication of Facilities/Services.  Funds provided under this contract shall not be used to duplicate facilities or services available in the area (with or without reimbursement) from federal, state or local sources, unless the Local  PLAN establishes that alternative services or facilities would be more effective or more likely to achieve performance goals.

15.
Educational Standards.  Any education programs for youth supported with funds under the contract shall be consistent with applicable state and local educational standards.

16.
Employee Displacement.  Currently employed workers shall not be displaced by any participants under this contract including partial displacement such as a reduction in the hours or non-overtime work, wages or employment benefits.

17.
Employment and Training Conditions.  Conditions of employment and training under this contract shall be appropriate and reasonable in light of such factors as the type of work, geographical region, and proficiency of the participant.

18.
Equal Opportunity.  Recipients of funds under this contract shall comply fully with the nondiscrimination and equal opportunity provisions of the Welfare to Work Act ,  including the Non-traditional Employment for Women Act of 1991; Title VI of the Civil Rights Act of 1964, as amended; Section 504 of the Rehabilitation Act of 1973, as amended; the Age Discrimination Act of 1975, as amended; Title IX of the Education Amendments of 1972, as amended; and with all applicable requirements imposed by or pursuant to regulations implementing those laws, including but not limited to 29 CFR part 34.  The United States has the right to seek judicial enforcement of this assurance.

19.
Health and Safety Standards.  Health and safety standards established under state and federal law, including child labor laws, otherwise applicable to working conditions of employees shall be equally applicable to working conditions of participants under this contract.

20.
Hold Harmless. The CONTRACTOR agrees to indemnify and hold harmless the PROGRAM OPERATOR/FISCAL AGENT, Local Elected Officials, and the Regional Workforce Board from suits, actions, or claims of any character brought for or on account of any injuries or damages received by a  person or property resulting from the operation of the CONTRACTOR or any person working under the CONTRACTOR in carrying out the terms of this agreement.  Personnel employed by the CONTRACTOR shall not be construed by this agreement to be employees or have any contractual relationship with the PROGRAM OPERATOR/FISCAL AGENT, State or Federal government.

21.
Labor Law Compliance/Labor Disputes.  Funds provided under this contract shall not be used to assist any firm or industry that is in violation of local, state or federal labor laws, or involved in a labor strike, lockout, or similar labor dispute.

22.
Labor Organization Comment.  Labor organization(s) shall be provided an opportunity to comment on proposed work or training under this contract when the labor organization(s) represents a substantial number of employees engaged in similar work or training in the area.

23.
Labor Organization Concurrence.  This contract shall not impair existing contracts for services or collective bargaining agreements unless the employer and the labor organization have agreed in writing with respect to any elements of the proposed activities which affect such agreement, or either such party fails to respond to written notification requesting its concurrence within thirty (30) days of receipt thereof.

24.
Layoff/Workforce Reduction.  Participants under this contract shall not be employed or job openings filled when any other individual is on layoff from the same or any substantially equivalent job, or when the employer has terminated the employment of any regular employee or otherwise reduced its work force with the intention of filling the vacancy so created by hiring a participant whose wages are subsidized under this contract.

25.
Licensing and Taxation.  The recipient of funds under this contract assures compliance with all applicable licensing and taxation requirements.  The CONTRACTOR has paid and will pay all applicable Federal, State and local taxes.  The CONTRACTOR will comply with all licensing and other taxation requirements that are applicable to activities and services funded through this contract.

26.
Maintenance of Effort.  Funds provided under this contract shall only be used for activities which are in addition to those which would otherwise be available in the area in the absence of such funds.  The CONTRACTOR assures that when multiple funding sources are utilized (PELL, Carl Perkins, others) controls exist to avoid billing the same cost to more than one source.  Training facilities must first utilize PELL awards for costs and will provide WIA with PELL award information on a semester/quarterly basis. Further, if WIA pays for education costs and a PELL is subsequently awarded for that time period, the education agency will repay WIA.

27.
Modifications. Any modification of this Contract  shall be made in writing and signed by both the CONTRAC​TOR and PROGRAM OPERATOR/FISCAL AGENT.  Modifications may be proposed by either party.  Unless legislation or regulatory mandates require immediate programmatic changes, the CONTRACTOR shall have up to thirty (30) work days from the date of transmittal by the PROGRAM OPERATOR/FISCAL AGENT to either accept or reject any modifications to the Contract.  Rejection of the modifications by the CONTRACTOR must be in writing within the thirty (30) day period, stating the reason(s) for such rejection to the PROGRAM OPERATOR/FISCAL AGENT.  Failure to accept a modification proposed by the PROGRAM OPERATOR/FISCAL AGENT is grounds for the PROGRAM OPERATOR/FISCAL AGENT to terminate the Contract in whole or in part.  Modifications proposed by the CONTRACTOR  must be transmitted in writing to the PROGRAM OPERATOR/FISCAL AGENT thirty days (30) prior to the proposed effective date, unless otherwise agreed to by the PROGRAM OPERATOR/FISCAL AGENT.  In cases where said modification would result in a modification of the Act  Agreement,  approval by the Private Industry Council, Local Elected Officials Consortium Board, the State PROGRAM OPERATOR/FISCAL AGENT, the Department of Labor, and/or other funding agencies may be required.  Advance notice for these modifications generally requires 60 to 90 days.

28.
Nepotism. No funds provided under this Contract may be used to hire or train a person if a member of the person's immediate family is employed in an administrative capacity with the PROGRAM OPERATOR/FISCAL AGENT, CONTRACTOR, or is a member of the immediate family of a Private Industry Council member or Local Elected Official representing a unit of local government which is a party to the Service Delivery Area Agreement except as specified in the State WIA Handbook.  "Immediate family" includes:  wife, husband, son, daughter, mother, father, brother, brother-in-law, sister, sister-in-law, son-in-law, daughter-in-law, mother-in-law, father-in-law, aunt, uncle, nephew, niece, stepparent, stepchild, grandparent, and grandchild.  "Administrative capacity" means those persons who have overall administrative responsibility for selection, hiring, placement, or supervisory responsibility regarding any participant(s) under this act .

29.
Non-Traditional Occupations.  Effort shall be made to contribute to occupational develop​ment, upward mobility, development of new careers, and overcoming sex stereotyping in non-traditional occupations.

30.
Ownership of Materials and Products.  If this Contract includes development of products or materials for use in the Contract, the CONTRACTOR is hereby notified that the Department of Labor reserves a royalty-free nonexclusive, and irrevocable license to reproduce, publish or otherwise use, and to authorize others to use, for Federal government purposes:  1) the copyright in any work developed with WIA funds; 2) any rights of copyright to which a Contractor purchases ownership with WIA funds.

31.
Participant Discrimination.  Individuals enrolled under this contract shall not be discriminated against solely because of their status as WIA participants.

32.
Participant Time/Attendance/Monthly Progress.  The CONTRACTOR will be responsible for keeping records documenting attendance and performance of participants on time sheets and progress reports.  Time/attendance reports are generally due every week.  The State WIA Handbook states that progress reports are to be submitted every 60 days at a minimum, however the CONTRACTOR will make every effort to submit them monthly.  The PROGRAM OPERATOR/FISCAL AGENT reserves the right to withhold payment until paperwork has been provided by the CONTRACTOR.

33.
Program Income.  Any income received by a public or private non-profit entity under this contract must be reported to the CONTRACTOR or subrecipient and may be retained only with the approval of the PROGRAM OPERATOR/FISCAL AGENT.

34.
Prohibited Acts.  Recipients of funds under this Contract shall not make or attempt to make any payment, gratuity, offer of employment, kickback or anything of monetary value to any individual involved with this contract.  No individual involved in any capacity under this contract, including officers, directors, agents or employees, may enroll an ineligible participant, embezzle, willfully misapply, steal, or obtain by fraud any financial assistance through this contract.

No individual involved in any capacity under this Contract may obstruct or impede, or attempt to obstruct or impede an investigation or inquiry under WIA or its implementing regulations.  Violations of any of these conditions may subject such individuals to fine and/or imprisonment.  The CONTRACTOR will report known or suspected cases to the PROGRAM OPERATOR/FISCAL AGENT immediately (within 24 hours).

35.
Promotional Opportunities.  Jobs supported under this Contract shall not be created in a promotional line that would infringe in any way upon the promotional opportunities of currently employed individuals.

36.
Property or Equipment.  The purchase of property, equipment and supplies under this contract must comply with State requirements governing title, use, maintenance, and disposition.

37.
Property/Purchasing.  The CONTRACTOR is prohibited from making any purchases of goods or services requiring an expenditure of WIA funds not specified in the line item budget.  The CONTRACTOR is required to obtain prior approval from the PROGRAM OPERATOR/FISCAL AGENT and at least three written bids for all purchases of goods or services having a unit value of $500 or more.  In addition, prior approval by the State PROGRAM OPERATOR/FISCAL AGENT is required for purchase of ALL computer equipment/software.   All property purchased with funds made available under this contract is property of the State of Iowa and must be so identified.  The CONTRACTOR must maintain an inventory of all property purchased using WIA funds having a unit value of $500 or more.

38.
Record Maintenance and Retention.  The CONTRACTOR is required to retain all participant files and contract records including contracts, invoices, financial records and supporting documentation, statistic reports, payrolls, personnel records, conditions of employment or other records and data relating to this Contract for a period of at least three (3) from the closeout of that program year’s funds.  All records must be retained for longer than the four year period if any litigation, audit, or claim is started and not resolved involving the records during that period.  In these instances, the records must be maintained until the litigation, audit, or claim is resolved.

39.
Referral Fee.  No individual in any capacity under this contract may charge a fee for referring an individual to WIA for placement or training.

40.
Relocation.  No funds under this Contract shall be used to encourage or induce the relocation of an establishment, or part thereof, that results in the loss of employment for any employee of such establishment at the original location.  For 120 days after the commencement or the expansion of commercial operations of a relocating establishment, no funds under the Contract shall be used for customized or skill training, on-the-job training, or company-specific assessments of job applicants or employees, for any relocating establishment, or part thereof at a new or expanded location, if the relocation of such establishment or part thereof results in a loss of employment for any employee of such establishment at the original location.

41.
Repayment.  The CONTRACTOR will be responsible for any liabilities, sanctions, or debt repayments which are related to any activities or services funded under this contract.  If the PROGRAM OPERATOR/FISCAL AGENT determines at any time, whether through monitoring, audit, closeout, or by other means, that expended funds are unallowable, the CONTRACTOR will be notified of the questioned costs and given an opportunity to justify costs prior to the PROGRAM OPERATOR/FISCAL AGENT'S final determination of the disallowance of costs.  If it is the PROGRAM OPERATOR/FISCAL AGENT'S final determination that expenditures made are unallowable, the expenditures will be disallowed and the CONTRACTOR shall repay any and all disallowed costs.

The CONTRACTOR will ensure that adequate administrative and internal controls exist to safeguard funds.  All costs must be necessary, reasonable, and allowable to the program.  The accounting system used will include generally accepted accounting principles to control and account for WIA funds in order to assure that funds are used in accordance with the Act, State and Federal regulations.

42.
Rights of Ownership.  The purchase or development of curriculum or materials under this contract are subject to ownership and use of materials requirements.  The Department of Labor reserves a royalty-free, nonexclusive, and irrevocable license to reproduce, publish or otherwise use, and to authorize others to use, for Federal government purposes:  (a)  the copyright of any work developed under a contract; and, (b) any rights of copyright to which a contractor purchases ownership with contract funds.

43.
Sectarian Activities.  Participants under this contract shall not be employed or placed in training situations involving the construction, operation, or maintenance of that part of any facility which is used for religious instruction or worship.

44.
Subcontracting Authority.  The subcontracting of any part or portion of this contract requires the Grantee's or PROGRAM OPERATOR/FISCAL AGENT's written approval.  Subcontracting does not relieve the CONTRACTOR of liability.

45.
Timely Invoicing.  The CONTRACTOR agrees to submit invoices/claims to the PROGRAM OPERATOR/FISCAL AGENT for payment monthly unless otherwise specified in the "Other Contractual Agreements" section of this contract.   The CONTRACTOR also agrees to submit invoices/claims within 15 days following the final claim period prior to the closeout of a act  or the end of a fiscal year (unless notified otherwise in writing that a different schedule is to be followed).  The PROGRAM OPERATOR/FISCAL AGENT is not responsible for payment of claims not received in the prescribed time frames unless prior approval is obtained due to extenuating circumstances.

46.
Tuition/Cost Refunds.  If this contract includes payment for tuition, fees, or other costs which would commonly be refundable in the event a participant under the contract withdraws from training, the established refund policy of the CONTRACTOR will be followed.  In the absence of any such CONTRACTOR refund policy, a policy will be developed by the PROGRAM OPERATOR/FISCAL AGENT in cooperation with the CONTRACTOR and will be attached to, and will become part of this Contract.

47.
Unallowable Costs.  Funds under this contract shall not be used for political activities, lobbying, retirement contributions, employment generating activities, public service employment, the purchase of real property or capital assets, or any other unallowable cost listed in the Iowa WIA Handbook.

48.
Union Organizing.  Funds under this contract shall not be used to assist, promote, or deter union organizing.

49.
Workers' Compensation Benefits.  To the extent that the State workers' compensation law is applicable under this contract, workers' compensation benefits in accordance with such law shall be available with respect to injuries suffered by participants.

50.
Working Conditions/Benefits.  All individuals employed in subsidized jobs under this contract shall be provided benefits and working conditions at the same level and to the same extent as other employees working a similar length of time doing the same type of work.

51.
Work Stoppages.  On the Job training CONTRACTORS will notify the PROGRAM OPERATOR/FISCAL AGENT of any work stoppages involving labor disputes or layoffs affecting regular employees during the life of this contract.

52.
Financial Aid.  Institutional Skill Training CONTRACTORS will inform the PROGRAM OPERATOR/FISCAL AGENT of amounts and disposition of HEA title IV awards and other financial aid provided to WIA participants.

LOCAL COMPLAINT PROCEDURES

This section contains the procedure to be used to file a WIA-related complaint in IWD Region 10.  Complaints may be filed with the Coordinating Service Provider to resolve alleged violations of the Workforce Investment Act (WIA), Federal or State regulations, grant agreement, contract or other agreements under the Act.

Filing a Complaint
Any interested person, organization or agency may file a complaint, within 90 calendar days of the alleged occurrence.

Content of the Complaint

Complaints must be clearly portrayed as such and meet the following requirements:

1) Complaints must be legible and signed by the complainant or the complainant’s authorized representative;

2) Complaints must pertain to a single subject, situation or set of facts and pertain to issues over which the State has authority (unless appealed from the local level);

3) The name, address and phone number (or TDD number) must be clearly indicated.  If the complainant is represented by an attorney or other representative of the complainant’s choice, the name, address and phone number of the representative must also appear in the complaint;

4) Complaints must state the name of the party or parties complained against and, if known to the complainant, the address and telephone number of the party or parties complained against;

5) Complaints must contain a clear and concise statement of the facts, including pertinent dates, constituting the alleged violations;

6) Complaints must cite the provisions of WIA regulations, grant agreements, or other agreements under WIA believed to have been violated, if applicable.  Complaints alleging a program violation not covered under the WIA will be referred to the appropriate organization;
7) Complaints must state the relief or remedial action(s) sought; and

8) Copies of documents supporting or referred to in the complaint must be attached to the complaint; and

9) Complaints must be addressed to:

Coordinating Service Provider

Iowa Workforce Development

800 7th Street SE

P.O. Box 729

Cedar Rapids, Iowa 52406-0729

Acknowledgement of a Complaint and Notice of Opportunity for a Hearing

A complaint is deemed filed when it has been received by the Coordinating Service Provider (CSP) and meets the requirements outlined above. Upon receipt of a complaint, the CSP will send a copy of the complaint and a letter of acknowledgement and notice to the complainant and any persons or entities cited in the complaint within ten calendar days.  The letter of acknowledgement and notice will contain the filing date and notice of the following opportunities:

10) The opportunity for informal resolution of the complaint at any time before a hearing is convened; and

11) The opportunity for a party to request a hearing by filing with the CSP within seven calendar days of receipt of the acknowledgement of the complaint.

a) Failure to file a written request for a hearing within the time provided constitutes a waiver of the right to a hearing, and a three-member panel will rule on the complaint based upon the information submitted;

b) If a hearing is requested within seven calendar days of receipt of the acknowledgement of the complaint, the hearing will be held within 20 calendar days of the filing of the complaint;

c) The opportunity for a party to submit written evidence, statements, and documents in a time and manner prescribed by the complaint officer.

Hearings

Upon receipt of a timely request for a hearing, a review panel will give all parties at least seven days written notice either by personal service or certified mail of the date, time and place of the hearing.  The notice may be waived in case of emergency, as determined by the panel, or for administrative expediency upon agreement of the interested parties.

The notice of hearing will include:

12) A statement of the date, time, place, nature of the hearing;

13) A brief statement of the issues involved; and

14) A statement informing all parties of their opportunities at the hearing:

d) Opportunity for the complainant to withdraw the request for hearing before the hearing;

e) Opportunity to reschedule the hearing for good cause, provided the hearing is not held later than 20 days after the filing of the complaint;

f) Opportunity to be represented by an attorney or other representative of choice at the complainant’s expense;

g) Opportunity to respond and present evidence and bring witnesses to the hearing;

h) Opportunity to have records or documents relevant to the issues produced by their custodian when such records or documents are kept by or for the state, contractor or its subcontractor in the ordinary course of business and where prior reasonable notice has been given to the Complaint Officer;

i) Opportunity to question any witnesses or parties;

j) The right to an impartial review panel; and

k) A final written agency decision shall be issued within 60 days of the filing of the complaint.

Appeal 

Any party receiving an adverse decision at the local level may file an appeal within 10 calendar days to the IWD Complaint Officer.  In addition, any complaint filed at the local level with no decision within 60 days of the date of the filing may be reviewed by IWD.  The request to review the complaint must be filed with the Complaint Officer within 15 calendar days from the date on which the decision should have been received.

The appeal or request for review must comply with the procedures as prescribed in this section for filing a complaint.  The parties involved will be afforded the rights and opportunities as prescribed in this section for filing a state level complaint.

An appeal to the IWD Complaint Officer must be filed within 10 calendar days from the issuance date of the decision and include:

15) The date of filing the appeal; and

16) The specific grounds upon which the appeal is made.  Those provisions upon which an appeal is not requested will be considered resolved and not subject to further review.

17) Appeals must be addressed to:

Complaint Officer

Division of Workforce Development Center Administration

Iowa Workforce Development

150 Des Moines Street

Des Moines, Iowa 50309.

Labor Standards Violation

Alleged violations of labor standards, must be filed in accordance with the applicable collective bargaining agreement.  Alleged violations of the AFSCME or IUP collective bargaining agreement will be filed in accordance with the appropriate Master Contract.

All other alleged violations must be within the purview of either the Coordinating Service Provider or Regional Workforce Investment Board to resolve.

Complaints Alleging Discrimination

Questions or complaints alleging a violation of the nondiscrimination provisions of WIA may be directed or mailed to:

Director, Civil Rights Center

U.S. Department of Labor,

Room N4123

200 Constitution Ave., NW

Washington D.C. 20210


