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Integration Issues

I. Leadership and Management
A. Has the region designated a leadership team with a clear understanding of the reporting structure for all WorkOne employees?

      









 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment         
B. Is there a detailed organizational chart of the leadership team with names and titles? 















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment         
C. Is there a designated local office manager or supervisor for each WorkOne Center or WorkOne Express site?   














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment        
D. Is there a comprehensive cross training and development plan established for each regional location and its staff? 














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
II. Shared Customer Pool

A. Are all WorkOne customers being co-enrolled in both the Wagner-Peyser and WIA Adult programs?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
B. Are all Trade Act customers being co-enrolled in the WIA Dislocated Worker program?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
C.  Are both Trade Act and WIA Dislocated Workers being co-enrolled in the Wagner-Peyser Program and WIA Adult Program?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
D. Is the WorkOne enrolling all customers who are veterans in the VETs program?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
E.   Are all WorkOne customers being enrolled and registered in the Wagner-Peyser program?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
III. Customer Flow

A. Are all WorkOne Centers and WorkOne Express sites utilizing a single customer flow model based on engaging the customer and identifying needs, not program requirements?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
B. Is each WorkOne site maximizing the number of staff available in the lobby and ensuring minimal customer wait time and is the Regional Operator ensuring that the lobby staffing is adjusted according to customer needs and traffic?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
C.    Are the WorkOne sites customer flow designs incorporating a methodology to immediately identify customer needs and provide immediate engagement and connectivity to services during the customer's first visit?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
D. Are client "numbering systems" being used to manage lobby traffic?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
IV. Functional Units

Has the Regional Operator established each of the following functions in all WorkOne Centers and WorkOne Express sites?

A. Welcome Function 

1. Is the staff serving in the Welcome Function and striving to meet all customers at the front door and not wait passively behind the desk for customers to come to them?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
2. Does every new customer receive an initial skills assessment in the welcoming process as a required staff assisted service?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
3. Based upon the outcome of the assessment, are the customers being channeled to the Skills/Employment Function, as appropriate?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
4. Are their assessment instruments industry recognized with a normal group representative of the target population?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
5.  Are their assessment instruments?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
B.  Skills/Employment Function

1. Are customers being offered Skills/Employment Function remediation for any basic skills deficiencies identified in their initial skills assessment?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
2. Is the Skills/Employment Function focused to the extent possible on GED, certification, 2-yr and 4-yr degree attainments, and demand-driven, skill enhancement and development? 














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
3. Is the Skills/Employment Function also assisting WorkOne customers in finding employment through quality job referral, staff-assisted job search, and skills verification?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
C.    Employer Services Function

1. Is the staff member who is assigned to the Employer Services Function building relationships with employers, identifying opportunities to address the human resource challenges of employers and marketing a robust product line designed to assist them in meeting their human resource needs?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
2. Is the Employer Services Function staff ensuring that the entire WorkOne employer product line is marketed to each employer?















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
V. Prompt Service

A. Are all of the customers receiving prompt service with no future scheduling of appointments for initial welcoming functions, including initial assessments?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
VI. Service Plan

A. Does every new customer have the opportunity to know their skills, improve their skills, and obtain a job which best matches their skills?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
B. Does every new customer receive a basic initial skills assessment? 











 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
C.    Is the basic initial skills assessment based on the client's interests and labor market demand as a required staff assisted service?










 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
D. Are all clients scheduled for a follow-up service facilitated by either the Welcome function or Employment/Skills function as determined by the basic initial skills assessment?










 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
E. Are all service plans tied to Regional Strategic Skills data relative to local high-wage/ high demand occupational needs?














 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
VII. Marketing and Branding

A. Are all WorkOne Centers and WorkOne Express sites displaying only one branded image--that of the WorkOne?  (Adhering to State Policy 2007-35 with respect to all printed material and signage). 










 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
B. Is the WorkOne marketing and actively seeking to serve both the unemployed and employed workforce as well as employers?











 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
VIII. Product Line

A. Do all of the WorkOne Centers and WorkOne Express sites offer robust, innovative and integrated product lines targeted toward job seekers and employers that are readily known by all staff and actively marketed to all customers?











 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
B. Does the job seeker product line include items and services for customers of all skill, educational and employment levels? 











 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
C. Does the product line offer products built specifically for both the unemployed and employed workforce? 











 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
D. Does the job seeker product line include the following minimal requirements?
1. Basic skills training? (GED, basic math/literacy, remedial training).      FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
2. Digital literacy? (Basic computer skill development training).
        FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
3. Resume writing and development?




        FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
4. Online job search skill development?



        FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

5. Career networking?   





        FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
6. Professional dress & demeanor?




        FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
7. Workplace behavioral expectations training?


        FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
8. Local labor market information?




        FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
E. Does the product line offered include products built for employers who choose to maintain or not maintain Human Resources Departments?










 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

 Comment      
F. Does the employer product line include the following minimums?

1. Employer Services Function assisted customized job matching services.       FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
2. Training on entering job orders/ads on the statewide Job Matching System.   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
3. Referral of appropriate employment candidates as specified by employer.      FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
4. Assistance with initial candidate screening.



          FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
5. Labor market information targeted to the employer's specific industry. 
          FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
Comment      
IX. EEO Policy

A. Are all appropriates EEO Posters and Policies posted in the WorkOne offices?  











 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   
Comment      
B. Are all facilities handicapped accessible, meeting assurances for providing access to individuals with disabilities?  











 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   Comment      
X. Storage & Access of Confidential and/or Privileged Information

A. Are all WorkOne employees properly filing, storing and disposing of confidential and/or privileged information?



















 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   
Comment      
B. If a document destruction service has been procured, is there is a written agreement to adhere to the standards of Policy 2007-16 between the Regional Operator and the document destruction company providing the service  OBTAIN COPY  .

C. What additional security measures are management staff taking to monitor and prevent the unauthorized use of cameras, including cell phone cameras in the WorkOne Offices?

  
Comment      
XI. Dress Code

A. Are all WorkOne employees maintaining high standards of cleanliness and grooming, and presenting a neat, businesslike appearance at all times?



























 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

   
Comment     
                             Interviewee:        


Position:   FORMDROPDOWN 

                             WSA:   FORMDROPDOWN 
                                                                        
Organization:   FORMDROPDOWN 

                             Date:       


Interviewer:  FORMDROPDOWN 

· DWD Policy 2007-11 Assessment and Case Management Processes Policy
· TAB 2007-16 To provide requirements for the destruction of confidential customer documents maintained by the Indiana workforce system
· DWD Policy 2007-19 Dress Code for All Office Employees in WorkOne Centers and WorkOne Express Sites

· DWD Policy 2007-20 Regional Integration Policy

· DWD Policy 2007-30 Ensuring Nondiscrimination and Equal Opportunity to Persons with Disabilities Participating in Programs and Activities in the WorkOne Delivery System

· DWD Policy 2007-35 WorkOne Brand Policy

· DWD Commissioner's Directive 2007-42 Indiana Department of Workforce Development's Document Shredding Policy for Several IDWD Indianapolis Office Locations
