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GRUNDY, KANKAKEE, LIVINGSTON COUNTIES 
WIOA PLAN 
   
IV. OPERATING SYSTEMS & POLICIES – LOCAL 

COMPONENT 
A. PROVIDE A DESCRIPTION OF THE ONE STOP DELIVERY SYSTEM IN THE LOCAL AREA, 

INCLUDING THE ROLES AND RESOURCE CONTRIBUTIONS OF THE ONE STOP PARTNERS  
 
• Identify the career services and other program services to be provided, include the 

location (address) at which services will be accessible including the: Comprehensive One 
Stop, . Affiliated Workforce Centers, Specialized Workforce Centers  

There are three Workforce Services Offices in Local Workforce Area 11 (LWA 11).  The locations 
include:  

Kankakee Workforce Services (Official One Stop) 
450 N. Kinzie Ave, Bradley, IL 
 
Grundy Workforce Services (Affiliate Workforce Center) 
1715 N Division St, Morris, IL 60450 
 
Livingston Workforce Services (Affiliate Workforce Center) 
211 E. Madison, Pontiac, Il 61764 
 
The Workforce Services Offices provide services to Adult, Dislocated Workers and youth, as well as 
businesses, with active participation from the core WIOA partners.   The Core partners services co-
located within the One Stop are Wagner-Peyser, Veteran Representative, Adult Education, Division 
of Vocational Rehabilitation and Workforce Services.  Each partner brings to the One Stop their 
program services unique to their organization.    Career Services include assessment, guidance and 
career planning, training services, employment and training activities, access to activities carried 
out by partners, access to labor market information, and provision of job search, placement, 
recruitment and employment activities.  The Workforce Services Offices also provide business 
services, including working with core partners, community colleges and Workforce Board to 
coordinate the best business service strategy for the employer.   

Career Services  
Basic career services are available to all residents and are offered in coordination with other 
partner agencies, including Job Service, IDHS Division of Rehabilitation Services, Veterans Services, 
and Title V of the Older American’s Act.  Basic career services include: 

o Use of the resource room and access to job search software, resume writers and 
resource room materials including videos and brochures.  

o Access to a job posting board. 
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o Assistance to customers to access online services such as Illinois workNet, Illinois 
Joblink, and other related career information or employment posting websites.  

o Orientation to information and other services available through the Workforce Services 
Offices/system. 

o Eligibility determination for individualized career services under WIOA.  
o Initial assessment of skill levels (including literacy, numeracy, and English language 

proficiency), aptitudes, abilities (including skills gaps), and supportive service needs.  
o Provision of employment statistics information, including the provision of accurate 

information relating to local, regional, and national labor market areas, including the 
following: job vacancy listings by labor market area, information on job skills necessary 
to obtain those jobs, information related to local occupations in demand and the 
earnings and skill requirements for such occupations.  

o Provision of performance information and program cost information on eligible 
providers of training services including Adult Education, Vocational Rehabilitation 
programs, youth employment and training activities, post-secondary vocational 
education activities and vocational education activities available to school dropouts.  

o  Provision of information regarding how the local area is performing on the local 
performance measures.  

o Provision of accurate information relating to the availability of supportive services, 
including child care and transportation available in the local area and referral to such 
services, as appropriate.  

o Provision of information regarding filing claims for unemployment compensation.  
o Assistance in establishing eligibility for financial aid assistance for training and 

education programs that is not funded under WIOA and is available in the local area.  
 

Individualized Career Services  
Priority for individualized career services and training services are given to low-income adults and 
public assistance recipients and individuals who are basic skills deficient. When a participant is 
deemed eligible to be enrolled in WIOA, individualized career services are provided.   These 
services include: 

o Assessment of skills, abilities, attitudes, and needs and the subsequent review and 
discussion of assessment results as the first step in identifying a career path.  

o Explanations of the services and stages within the career pathway process to ensure 
customer understanding.  

o Individual job development when accomplished through the use of services beyond self-
service and informational activities.  

o Job clubs, when accomplished through the use of services beyond self-service and 
informational activities.  

o Screened referrals, when accomplished through the use of services beyond self-service 
and informational activities.  

o Follow-up services, including counseling regarding the workplace, for participants who 
are placed in unsubsidized employment, for not less than twelve (12) months after the 
first day of employment as appropriate.  

o Provision of comprehensive and specialized assessments of the skill levels and service 
needs including diagnostic testing and use of other assessment tools and in-depth 
interviewing and evaluation to identify employment barriers and appropriate 
employment goals.  

o Group and/or individual counseling and career planning.  
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o Individual employment plans, to identify the employment goals, appropriate 
achievement objectives and appropriate combination of services for the participant to 
achieve the employment goals.  

o Case management for participants seeking training services.  
o Short-term pre-vocational services and workshops including, development of learning 

skills, communication skills, interviewing skills, punctuality, personal maintenance 
skills, and professional conduct to prepare individuals for unsubsidized employment.  

o Stand-alone GED/HSED training or literacy activities related to basic workforce 
readiness.  

o Internships and apprenticeships.  
o Work experience – Work experience is a planned, structured learning experience that 

takes place in a workplace for a limited period of time, which may be paid or unpaid. A 
work experience workplace may be in the private-for-profit, non-profit or public sector 
organization.  
 

Training Services  
The Workforce Services Offices assist registered participants, for whom training has been deemed 
appropriate; select a training program linked to employment opportunities in the local area.  The 
selection of this training program is fully informed by the performance of relevant training 
providers.  Training services may include:  

o Job readiness training.  
o Occupational skills training.  
o Programs combining workplace training with related instruction.  
o On the Job Training (OJT) – subsidized wages paid to business to promote skill 

development and placement.  
o Training programs operated by the private sector.  
o Skill upgrading and retraining.  
o Entrepreneurial training.  
o Apprenticeships by providing referrals and assistance with enrollments.  
o Adult Education and literacy activities provided in combination with services described 

above.  
o Customized training conducted with a commitment by an employer or group of 

employers to employ an individual upon successful completion of the training.  
  
 The Board requires the Workforce Services Offices operators to coordinate training costs with 
funds available under other Federal programs, Pell Grants, MAP Grants and scholarships. The 
Workforce Services Offices use Individual Training Accounts (ITAs) to allow the participant the 
opportunity to choose training from a variety of eligible training providers.  
 
 Follow-up Services  
Follow-up services are made available to a participant placed in unsubsidized employment for a 
minimum of 12 months following the participant's first date of employment. Workforce Services 
Office staff provide workplace information and tips for success in a workplace environment. 
Additionally, follow-up services provide a continuing link between the participant and workforce 
system; these services allow the Workforce Services Office to assist with other services the 
participant may need once he or she obtains employment. Examples may include assistance with 
employer benefits, health insurance, and financial literacy and budgeting assistance.  
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Rapid Response Services  
The Workforce Services Offices assist in providing Rapid Response services in the event of mass 
layoff, plant closing or Trade certified event. Rapid Response activities are necessary to plan and 
deliver services to enable dislocated workers to transition to new employment as quickly as 
possible following either a permanent closure, mass layoff, or a natural or other disaster resulting 
in a mass job dislocation. Rapid Response activities may include:  

o On-site contact with the employer, representatives of the affected workers, and the local 
community, which may include assessment of their layoff plans and employer schedule.  

o Assessment of the potential for averting the layoff(s) in consultation with state or local 
economic development agencies, including private sector economic development 
entities.  

o Background and probable assistance needs of the affected workers; reemployment 
prospects for workers in the local community and available resources to meet the short- 
and long-term assistance needs of the affected workers.  

o The provision of information and access to unemployment compensation benefits, 
workforce services/system services, and employment and training activities, including 
information on the Trade Adjustment Assistance program.  

o The provision of assistance to the local board and chief elected official to develop a 
coordinated response to the dislocation event and, as needed, obtain access to 
additional funding to help with Rapid Response Services as needed.   
 

Employer Services  
The Workforce Services Offices collaborate with partners and the Board in providing WIOA services 
to employers, including the following employer services:  

o Space for interviewing activities.  
o Information and referral to business start up and entrepreneurship.  
o Information and development of work based learning opportunities including On the 

Job Training Contracts, Work Experiences and Apprenticeships.  
o Information on Incumbent Worker Training.  
o Avenues to place job openings.  
o Resume Bank: All offices provide, free of charge upon request, resumes from qualified 

applicants from within the enrollments of their WIOA, TAA or job seeker customers. 
This resume database is maintained and updated in order to provide quality referral of 
applicants to area employers.  

o Job Fairs: At least one job fair is offered per year in each county at no charge to business 
or job seeker customers.  

o Staff assisted employee prescreening. 
o Preliminary basic skills or other assessments.  
o Identification of employer’s needs and creating innovative solutions to address 

employers needs.  
o Other services in order to address local employers workforce needs.  

 
Collaboration 
Workforce Services Offices regularly collaborate with other workforce development partners and 
community organizations. The Board recognizes that relationships with others in the community 
are very important in order to provide high quality WIOA services and achieving the broader 
objectives of the Board.  
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• Explain how the comprehensive One Stop center provides on demand access to the 
required career services in the most inclusive and appropriate setting and 
accommodations.  

The Grundy Livingston Kankakee Workforce Board (the Board) is committed to geographic 
accessibility of Workforce Services Offices and has kept an office open in each county.  The 
Workforce Services Offices are accessible to people with disabilities (see section 6B below for 
information on accessibility) and each Workforce Services Office is open for normal business hours 
and in a public building.  The Workforce Services Offices have a customer service focus and open 
resource rooms that ensure public accessibility.  The One Stop will soon have a Spanish-speaking 
employee under the Wagner-Peyser program.  Workforce Services Office staff determine at 
orientation if clients need services for non-English speakers.   

Additionally, the accessibility of services at the Workforce Services Centers is under discussion as 
part of MOU development, which will be completed and submitted July 15, 2016.   

• Provide information regarding the One-Stop Operator and describe the methods for 
coordinated service delivery between operator and partners. Name of the procured one-
stop operator; Describe the functions and scope of work of the one-stop operator; Describe 
how the One-Stop Operator was procured. 

The Board implemented a consortium model for the One Stop Operator.  The consortium is made 
up of our core partner programs, which include Kankakee Community College, Illinois Department 
of Employment Services (IDES), Illinois Department of Human Services (IDHS) Division of 
Rehabilitation Services and Adult Education.  This model allows for seamless coordination with all 
partners, ease of understanding of services available to residents, and assurance that services are 
not duplicated.  The One Stop operator meets to coordinate service delivery, understand partner’s 
programs, reduce duplication of services and coordinate services.  The One Stop Operator 
procurement has been postponed until further guidance is issued.    

• Describe the local operator’s role and responsibility for coordinating referral among 
required partners.  

The Kankakee Workforce Services Office is the One Stop for the local workforce area.   The 
following partners are co-located within the One Stop: Title 1B, Wagner-Peyser, a Veteran 
Representative, Adult Basic Education and part time Vocational Rehabilitation.  As such, referrals to 
these partner programs are seamless. The individual is immediately directed to the correct 
program(s) for immediate service.  Referral for other programs will be completed using paper 
referral forms as the core partners continue implementing WIOA.  The One Stop Operator will 
ensure core program partner staff has an understanding of the different programs in order to make 
referrals.  In addition, the One Stop Operator will provide oversight to ensure the referral process 
continues to best serve residents.   Additional roles and responsibilities will be defined when the 
Board releases the One Stop Operator Request for Proposals with an effective date of July 2017. 
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• Describe how the workforce centers are implementing and transitioning to an integrated, 
technology enabled intake and case management information system for programs 
carried out under WIOA.  

The Board will work to implement any state-led initiatives to transition to a technology enabled 
case management system.  Due to the complexity of the data systems and extensive number of 
them, state leadership will be necessary in order to ensure a successful information system that 
works for all partners.    

• Describe how the Local Board will facilitate access to services provided through the One 
Stop delivery system, including in remote areas, through the use of technology and other 
means.  

Due to the large geography of the local workforce area and a desire to serve all residents with need, 
the Board is committed to keeping Workforce Services Offices open in each of the Counties.  Each 
county has its own Workforce Services Office which is located in the County Seat in order to provide 
the best service to individuals.  The Workforce Services Office staff offers workshops and 
orientations to remote areas of the counties when the need arises, especially since transportation 
might be an issue for individuals.   In addition, many workforce services are available on the 
system's website, Illinois WorkNet, as well as on IllinoisJobLink.  Workforce services offices also use 
social media to reach individuals. 

• Describe how the Local Board will work with entities carrying out core programs to:  
Expand access to employment, training, education and supportive services for eligible 
individuals, particularly eligible individuals with barriers to employment;  

Residents of the three counties are given access to high-quality Workforce Services Offices that 
connect them with the full range of workforce and supportive services available.  Clients work with 
staff to develop a plan to overcome barriers to employment.  Co-location of core partners also helps 
to ensure that clients can seamlessly access the services they need.  See Chapter 4, Section B for 
more information to ensure that individuals with barriers to employment receive appropriate 
services and Chapter 6, Section B for a description of work to ensure individuals with disabilities 
can access services.   

• Facilitate the development of career pathways and co-enrollment, as appropriate, in 
core programs; and   Improve access to activities leading to a recognized 
post-secondary credential (including a credential that is an industry-recognized 
certificate or certification, portable, and stackable) 

The Workforce Services offices have career pathways information for identified high- demand 
industry sectors available for all customers.  Career planners explain career pathways to clients, 
including the credentials that can be earned at different points in their chosen careers.  These 
discussions include employment projections for chosen careers as well as wage projections for 
careers along the pathways.  The workforce area is served by multiple community college districts, 
which offer career pathways and stackable credentials to area residents.  Community Colleges have 
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industry advisory committees for their programs to ensure the program and credentials earned are 
relevant to employers.    Both workforce services staff and Workforce Board staff are members of 
the advisory committees to keep abreast of post secondary programs.  In addition, our community 
colleges are responsive to the local workforce needs of individuals and employers.  The community 
colleges have worked with the Workforce Board to create industry recognized credential programs 
as identified by individual employment goals quickly and outside of the regular community college 
semester in order to best serve the individuals.   

B. PROVIDE INFORMATION REGARDING THE LOCAL COORDINATION STRATEGIES WITH STATE, 
REGIONAL AND LOCAL PARTNERS TO ENHANCE SERVICES AND AVOID DUPLICATION OF 

ACTIVITIES INCLUDING A DESCRIPTION OF:  
• Adult, Dislocated Worker, and Youth employment and training activities under WIOA 

Title 1 

Board staff regularly participates in the activities of the Workforce Boards of Metropolitan Chicago, 
which leads regional coordination of WIOA efforts, including grant applications and administration 
and labor market information.  Adult, Dislocated Worker and Youth employment and training 
activities are fully outlined in Section A, above, including collaboration among partners.   

• Adult education and literacy activities under WIOA Title II. This description must include 
how the Local Board will carry out the review of local applications submitted under Title II 
consistent with WIOA Secs. 107(d)(11)(A) and (B)(i) and WIOA Sec. 232. [Additional 
Guidance will be released by ICCB] 

Adult Education is co-located at all Workforce Services Offices, including our affiliate offices and our 
One Stop center.  Each Workforce Services Office has partnered with their respective Adult 
Education provider in order to coordinate services and refer individuals between programs.  
Referral between WIOA Title 1 and Adult Education is seamless for the individuals.  In addition, 
Kankakee Community College Director of Adult Education has a seat on the Board and participates 
in policy and coordination discussions.  Since Kankakee Workforce Services Office is the One Stop 
for the workforce area, Kankakee Community College Director of Adult Education is a member of 
the One Stop Operator and a core partner which helps collaborate and align resources.  The Board 
is waiting on guidance from Illinois Department of Commerce (DOC) and Illinois Community 
College Board (ICCB) before developing a process for reviewing local applications under Title II.   

• How the Local Board will maximize coordination, improve service delivery, and avoid 
duplication of Wagner-Peyser Act (29 U.S.C. 49 et seq.) services and other services 
provided through the One Stop delivery system;  

Staffs from Wagner-Peyser, a Veterans Representative, and Workforce Services staff including 
adult, dislocated worker, youth and TAA are all co-located at the One Stop.  This makes services to 
the individuals seamless.  Wagner-Peyser staff refers individuals to monthly workshops hosted by 
Title 1B staff, assist individuals with IllinoisJoblink, Reemployment Service Program (RES) and 
other programs to assist individuals with employment.     At the satellite offices, staff refers clients 
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to Illinois JobLink. In addition, Wagner-Peyser staff coordinates with Workforce Services staff on 
employer recruitment activities at the One Stop, including hosting hiring events for employers.  
Wagner-Peyser staff is a key member of the local Rapid Response team. 

Workforce Board staff facilitate One Stop partners meetings.  These purposes of these meetings are 
to ensure coordination amongst partners, coordinate service delivery and to ensure duplication of 
services can be avoided. 

• Vocational Rehabilitation service activities under WIOA title IV.  

A representative from IDHS is on the Board and participates in policy and program discussions.  As 
a core partner, IDHS is a member of the One Stop Operator which aligns services at the One Stop.  
Vocational Rehabilitation will provide staff part time at the One Stop to further coordinate services.  
During the MOU process, core discussion was centered upon coordination of all the career services 
at the One Stop.  The One Stop monthly workshops are open to all individuals.  As a result, 
Vocational Rehabilitation staff is now receiving the monthly One Stop workshop schedule and is 
referring individuals to these workshops as appropriate.  The finalized MOU process currently 
underway will provide a vehicle for additional coordination with Vocational Rehabilitation.   

A frontline core partner staff cross training was held in May 2016 to provide core program 
orientation.  This training included Vocational Rehabilitation staff and services, Adult Education 
services, Workforce Services staff and services and Wagner-Peyser staff and services.  This is the 
first step the core partners identified as an immediate need and will continue to develop service 
coordination throughout the year.   

• Relevant secondary and post-secondary education programs and activities with education 
and workforce investment activities to coordinate strategies, enhance services, and avoid 
duplication of services;  

Kankakee Community College and Joliet Junior College are funded for adult, dislocated worker and 
youth services, which creates a working partnership with post-secondary institutions.  Through 
these partnerships, the Board ensures that WIOA and post-secondary services are coordinated to 
avoid duplication of services and to enhance services to individuals. In addition, the Kankakee 
Community College President and the Joliet Junior College President are members of the Workforce 
Board and they participate in all policy discussions and Board business.  

• How the Local Board will support the strategy identified in the State Plan under 20 CFR 
676.105 and work with the entities carrying out core programs and other workforce 
development programs, including programs of study authorized under the Carl D. Perkins 
Career and Technical Education Act of 2006 (20 U.S.C. 2301 et seq.) to support service 
alignment. 

The career and technical (CTE) education under Perkins provides students with the academic and 
technical skills, knowledge and training necessary to succeed in future careers and to become 
lifelong learners. The CTE programs are offered through the community college system.  As such, 
CTE program information is available for area residents at our workforce services offices including 



9 
 

information concerning career pathways and industry stackable credentials.  All workforce 
development partners, including those funded under Carl Perkins, coordinate services in order to 
best serve the client, including assistance with college tuition, help with getting a GED, help with 
transportation or childcare or other assistance needed in order to succeed in a career pathway and 
obtain employment.  In May 2016, a core partner front line staff training was help to discuss 
partners programs so all front line staff are aware of the services available to individuals.   

The Workforce Board Executive Director is a member of various partnerships such as the Adult 
Education Planning Council and Community College Advisory Committee.  This partnership serves 
as a link to the community college programs and ensures the coordination of workforce 
development services.   

• Other services provided in the one-stop delivery system including but not limited to the 
programs outlined in WIOA Sec. 121. 

The Board continues to work to align investments in workforce, education, and economic 
development to regional in-demand jobs. The Board strives to reinforce the partnerships and 
strategies necessary to provide job-seekers and workers with the high-quality career services, 
education and training, and supportive services they need to get good jobs and stay employed, and 
to help businesses find skilled workers and access other supports, including education and training 
for their current workforce.  The Board includes representation from WIOA core programs, 
including representation from the local community colleges, which allows formal input on the 
direction of workforce activities and resource alignment.  The Workforce Board Executive Director 
coordinates and facilitates one stop operator meetings.  These meetings address activities, service 
integration, and the implementation of area wide workforce development initiatives and ensure the 
local board is fully aware of the coordination of services and progress towards a seamless system.  

• Provide a copy of the local supportive service policy and describe how the Local Board will 
coordinate WIOA title I workforce investment activities with the provision of 
transportation and other appropriate supportive services in the local area. 

The local Supportive Services Policy is attached.  The Workforce Services Offices assist customers 
with obtainment of child care and transportation, as well as address special needs such as uniforms 
and eye glasses needed for work or training.  Workforce services offices also provides bus passes 
for registrants to complete their training programs.   

• Describe the local referral process (see MOU Part IX).  Identify the entities between who 
the referrals occur; Explain the method(s) that will be used to refer participants between 
programs; Define the roles related to referrals; Identify the method of tracking referrals;  
Describe specific arrangements to assure that individuals with barriers to employment, 
including individuals with disabilities, can access available services.  

The Kankakee Workforce Services Office is the One Stop for the local workforce area.   The 
following partners are co-located within the One Stop: Title 1B, Wagner-Peyser, a Veteran 
Representative, Adult Basic Education and part time Vocational Rehabilitation.  As such, referrals to 
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these partner programs are seamless. The individual is immediately directed to the correct 
program(s) for immediate service.  Referral for other programs will be completed using paper 
referral forms as the core partners continue implementing WIOA.   The Board, the Workforce 
Services Offices, and core partner’s work together to ensure access for people with disabilities.  See 
Chapter 6, Section B for a description of work to ensure individuals with disabilities can access 
services.   

C. PROVIDE A DESCRIPTION OF HOW THE LOCAL AREA WILL PROVIDE ADULT AND 
DISLOCATED WORKER EMPLOYMENT AND TRAINING ACTIVITIES INCLUDING:  

 
• A description and assessment of the type and availability of adult and dislocated worker 

employment and training activities in the local area.  
 

The Workforce Services Offices provide a host of employment and training activities.  The resource 
room includes a computer lab with internet access to help local residents search for jobs and 
develop resumes.  Other materials include books, DVDs, and brochures.  In addition, the resource 
room provides access to a copier and fax machine for job search activities.  Staff is available for 
assistance with cover letters and employment applications.  All Workforce Services Offices have an 
open and visible job board.  Staff is available to assist clients with access to online services, 
including Illinois workNet and Illinois Joblink.  The Workforce Services Offices also provide 
orientation sessions to WIOA services.   

Workshops are provided at the One Stop.  They include:  

o “Get a Job”, which is a  session to learn the "nuts and bolts" of job searching, including 
the ability to market one-self and networking.   

o  “Computer Literacy”, which provides basic computer instruction as well as navigational 
skills on how to use Windows 7, Microsoft Office Word, Excel, PowerPoint and the use of 
the Internet and personal e-mail.   

o “Resume Review” a drop-in resume review session. 
o “Resume Development” which includes individual resume review. 
o "Pre-Business” Workshop which provides first-hand advice on what to expect when 

starting a small business.  Participants can bring questions and learn about the free 
supportive services available to them for their business venture.   
 

The Grundy Workforce Services also provides the following workshops:  How to Develop a Resume, 
Interviewing Skills, and Networking Business Cards.   

The Livingston Workforce Services Office provides one-on-one job readiness career services such 
as registering with IllinoisJoblink, resume assistance, applying for on-line jobs, career pathways 
information, labor market information, and other career services.   

The Workforce Services Offices provide assessments of skills, abilities, attitudes, and needs and the 
subsequent review and discussion of assessment results as the first step in identifying a career path 
and creating an individual employment plan.  They also provide an explanation of the services and 
stages within the career pathway process and work with individuals on securing employment.  The 
Workforce Services Offices provide job clubs, screened referrals, and follow-up services.   All 
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Workforce Services Offices  provide Individual Training Account vouchers for those registrants in 
need of training, on-the-job training, and paid work experience for adults and dislocated workers.  
In addition, Wagner Peyser,   Adult Basic Education, GED preparation and English as a Second 
Language (ESL) courses are provided at all Workforce Services Offices utilizing core partner 
programs.   Individual and group instruction is provided.   For more information about services, 
please see scope of work in section 4a above.   

• A description of how the Local Board will coordinate workforce investment activities 
carried out in the local area with statewide rapid response activities.  

Workforce Board Executive Director is the first point of contact and is the assigned staff person to 
coordinate with DOC on all rapid response activities.  Staffs attend all rapid response meetings and 
coordinate closely with IDES on all activities.     

D. PROVIDE A DESCRIPTION OF HOW THE LOCAL AREA WILL PROVIDE YOUTH ACTIVITIES 
INCLUDING:  

 
• A description and assessment of the type and availability of youth workforce investment 

activities in the local area including activities for youth who are individuals with 
disabilities, which must include an identification of successful models of such activities.  

Futures Unlimited is a youth contractor to serve youth with disabilities in Livingston County. The 
Youth Employment Services (YES) Program provides eligible youth with academic education, 
vocational training, paid work opportunities, and instruction in career and college preparation.  The 
program is designed to be open entry, with services customized for each individual, depending on 
their needs and interests.   Intensive Case Management is provided for each individual.  Program 
components include: 

o Career exploration 
o Objective assessment 
o Job shadowing 
o Volunteer employment 
o Job search skills training 
o Job coaching 
o Job development and placement 
o Placement follow-up services 
o Edit-U and other skill training 
o Mentoring (peer and adult) 
o Case management - support services 
o Academic skills reinforcement 
o Paid work experience opportunities 
o GED test preparation 
o Career preparation and soft skills, including stress management, anger management, 

sexual harassment, budgeting, community resources, financial literacy education, 
entrepreneurial skills, work and life balance, working with supervisors and co-workers, 
etc. 

o Vocational skills training (i.e. fork lift, food sanitation, CNA) 
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o Work skills training and paid work opportunities, including facility based training, 
Encore Shoppe, Mobile Crews, and community employers 

o Professional Services referrals to other agencies such as drug and alcohol abuse and 
mental health counseling, community resource assistance and DHS assistance 

 

The Joliet Junior College Workforce Development department administers the My Future youth 
program in Grundy County.  The My Future youth program is designed to provide assistance in 
employment and academic success through skill-building activities, connections to the workplace, 
and ongoing workplace mentoring and support.  The program includes:  

o Tutoring and study skills training 
o GED preparation and testing 
o Soft skills, decision making and team work training 
o Financial literacy education and entrepreneurial skills training 
o Occupational skill training, internships and job shadowing opportunities 
o Academic skill development 
o Assessment 
o Placement in subsidized and unsubsidized work experiences and summer employment 

opportunities directly linked to academic and occupational learning 
o Supportive services such as transportation and stipends for participation in the youth 

program 
o Extensive case management 
o Comprehensive referral system 
o 12 months of  follow-up services 

 

Kankakee Community College delivers the Young Adult Program Services (YAPS) project in 
Kankakee and Livingston Counties.  Program elements are listed below.   

o Tutoring and study skills training.  
o Secondary school offerings including high school course requirements, constitution test 

preparation, and various other academic requirements necessary for the participants to 
progress toward high school diplomas or GEDs.   

o High school credit recovery and correspondence classes.  
o Summer employment opportunities directly relate to the participants’ career plans and 

education plans.  
o Job readiness workshops. 
o Paid work experiences. Young Adult Program place participants at a job site and pay the 

first 60 days of wages. The employer then has the opportunity to permanently hire the 
participants. 

o Occupational skill training including  Certified Nursing Assistant, Microsoft Office 
Specialist Certification, Certified Production Technician, Commercial Driver’s License.  

o Leadership development opportunities. 
o Supportive services including transportation, school expenses, work experience 

expenses and child care. 
o Adult Mentoring.  
o Follow-up services. 
o Comprehensive guidance and counseling.  
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o Financial Literacy workshops.  
o Entrepreneurial Skills Training. 
o Labor Market Information. 
o Preparation for youth to transition to post-secondary education and training.  

 
• A description of how local areas will meet the requirement that a minimum of 75% of the 

youth expenditures be for out-of-school youth.  

Prior to the implementation of WIOA, the Board made the transition to serve out of school youth.  
The Board implemented 70% of youth expenditures had to spent on out of school youth.  
Historically, out of school youth expenditures were approximately 85%.  As such, our workforce 
board has already transitioned to focusing on out of school youth and we will meet the 75% 
requirement.   In addition, all youth contracts have contract language reflecting the 75% 
expenditure requirement and all WIOA youth services requests for proposals reflect 75% 
expenditure requirement.  The program expenditures are monitored continuously and out of school 
youth expenditure rates are reported as part of the fiscal report of Workforce Board meetings.   
E. PROVIDE A DESCRIPTION OF HOW THE LOCAL AREA WILL PROVIDE SERVICES TO SPECIAL 

POPULATIONS AS OUTLINED IN THE UNIFIED PLAN.  
 
• Provide a copy of [policy to] ensure priority for adult career and training services will be 

given to recipients of public assistance, other low-income individuals, and individuals who 
are basic skills deficient consistent with WIOA 134(c)(3)(E).  
 

Our workforce area has always made a commitment to serve low-income individuals.  This is 
evidenced by approximately 80% of our adult registrants being low-income over the past three 
years.  The Board will continue to ensure priority for low-income adults as it develops the adult 
priority of service policy during the next program year.    
 
• Describe how the local board will determine priority populations and how to best serve 

them, along with any other state requirements.  

The Board is currently developing policies regarding priority populations.   As part of the policy the 
Board will follow the priority of services requirements which as outlined in WIOA law.   
 
F. PROVIDE A DESCRIPTION OF TRAINING POLICIES & ACTIVITIES IN THE LOCAL AREA 

INCLUDING:  
 
• How local areas will meet the requirement that a minimum of 40% of expenditures be for 

direct training costs;  
 

The Board allocated 42% of the WIOA budget for training activities.  Training activities are split 
between paid work experience, on-the-job training and individual training accounts.    All 
subcontracts and request for proposal for adult/dislocated workers programs reflect the 42% 
direct training requirement.  In addition, the direct training expenditure is monitored by fiscal staff 
including Workforce Board Executive Director and reported as part of the fiscal report during 
Workforce Board meetings.   
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• How local areas will encourage the use of work-based learning strategies for specific 
work-based learning activities and proposed outcomes related to these activities 

In the local youth programs, 20% of youth funds are allocated to paid work experience or other 
work-based activities.  Only client wages are allowable expenses to meet the 20% requirement, not 
staff time.  After reviewing three years of youth provider work experience percentages using only 
youth wages/FICA, the Board made the decision to not allow staff time since youth providers were 
already exceeding or very close to meeting the 20% youth work based learning requirement.   On 
the adult and dislocated side, the Board is transitioning to earn and learn programming.  However, 
these projects are under development.  On-the-job training contracts have been successful but are 
very small so outcomes are under development as well. 

• Provide a copy of the local Individual Training Account Policy and describe how training 
services outlined in WIOA sec. 134 will be provided through the use of individual training 
accounts, including, if contracts for training services will be used, how the use of such 
contracts will be coordinated with the use of individual training accounts under that 
chapter, and how the Local Board will ensure informed customer choice in the selection of 
training programs regardless of how the training services are to be provided.   

The local Individual Training Account Policy is attached.  The Board does not execute contract 
training.  The Board utilizes a sector-based approach in assisting customers with choice of training.  
Please see attached Demand Occupations Policy for a list of sectors that are in demand in the local 
area.  Training is funded for in-demand occupations that are determined to be a priority for the 
Board.   The approved industry sectors for training were selected based on labor market 
information, including current and projected openings and associated wages in the area. 

• Provide a copy of the local training provider approval policy and procedures and describe 
how the local board will ensure the continuous improvement of eligible providers of 
services through the system and that the providers will meet the employment needs of 
local employers, workers, and jobseekers.  

The Illinois Department of Commerce recently released guidance on this issue.  The policy is under 
development due to the new guidance issued. 

G. PROVIDE INFORMATION REGARDING THE LOCAL STRATEGIES THAT WILL BE FINANCED BY 

THE TRANSFER OF TITLE IB WORKFORCE FUNDS INCLUDING THE MAXIMUM DOLLAR 

AMOUNT AND/OR PERCENTAGE THAT IS AUTHORIZED TO BE TRANSFERRED ON AN 

ANNUAL BASIS:  
• To transfer funds between the Adult and Dislocated Worker funding streams.  

The Board reviews and approves transfers based on demand and need.   
 
• To use funds for incumbent worker training as outlined in WIOA Section 134(d)(4)(A)(i).  
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The Executive Committee of the Board as well as the full Board review and approve allocations for 
incumbent worker training.   
 
• To use funds for transitional jobs as outlined in WIOA Section 134(d)(5).  

The Board does not currently fund transitional jobs. 

• To use funds for pay for performance contracts as outlined in WIOA Section 133(b)(2-3).  

The Board does not currently fund pay for performance contracts.   

V. PERFORMANCE GOALS AND EVALUATION – LOCAL 
COMPONENT  
The plan must include information on the actions the Local Board will take toward becoming or 
remaining a high performing board, consistent with the factors developed by the State Board 
(WIOA sec. 101(d)(6));  

A.  PROVIDE INFORMATION REGARDING THE PROJECTED LOCAL SERVICE LEVELS. [NOTE THE 
DETAILS REGARDING THIS REQUIREMENT WILL BE DEVELOPED IN THE SPRING OF 2016] 

 
The Board is awaiting direction from the Illinois DOC.  Until WIOA measures are negotiated PY13 
WIA performance measures have extended.  Below are the PY13 Performance Measures: 
 

Performance Measure Performance Goal 
  
ADULT  
Entered Employment Rate (AEER) 74% 
Employment Retention Rate (ARR) 85% 
Average Earnings Rate (AAE) $13,800 
  
DISLOCATED WORKERS  
Entered Employment Rate (AEER) 83% 
Employment Retention Rate (ARR) 91% 
Average Earnings Rate (AAE) $16,800 
  
YOUTH  
Attain Degree or Certification (ADC) 70% 
Placed in Employment/Education (PEER) 66% 
Literacy and Numeracy Gains (LNG) 57% 

 

B. PROVIDE INFORMATION REGARDING THE LOCAL LEVELS OF PERFORMANCE NEGOTIATED 

WITH THE GOVERNOR AND CHIEF ELECTED OFFICIAL CONSISTENT WITH WIOA SEC. 
116(C), TO BE USED TO MEASURE THE PERFORMANCE OF THE LOCAL AREA AND TO BE 
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USED BY THE LOCAL BOARD FOR MEASURING THE PERFORMANCE OF THE LOCAL FISCAL 

AGENT (WHERE APPROPRIATE), ELIGIBLE PROVIDERS UNDER WIOA TITLE I SUBTITLE B, 
AND THE ONE STOP DELIVERY SYSTEM IN THE LOCAL AREA. [NOTE: THE DETAILS 

REGARDING THIS REQUIREMENT WILL BE DEVELOPED AS THE WIOA RULES ARE 

FINALIZED]  
• WIOA Common Measures  
• Additional State Measures  

The Board is awaiting direction from the Illinois DOC. 
 

VI. TECHNICAL REQUIREMENTS AND ASSURANCES – 
LOCAL COMPONENT  
This chapter includes the technical requirements and assurances that are required by the 
Workforce Innovation and Opportunity Act.  
A. FISCAL MANAGEMENT  
 
• Identify the entity responsible for the disbursal of grant funds described in WIOA sec. 

107(d)(12)(B)(i)(III), as determined by the chief elected official or the Governor under 
WIOA sec. 107(d)(12)(B)(i).  
 

Kankakee County is the entity responsible for grant funds dispersal.  There is a CEO agreement 
between the three county executives covering this arrangement.   
 
• Provide a copy of the local procurement policies and procedures and describe the 

competitive procurement process that will be used to award the sub grants and contracts 
for WIOA title I activities.  
 

The Board utilizes a request for proposals process to procure contractors for WIOA Title I services.  
The Procurement and Purchasing Policy is attached.   
 
B. PHYSICAL ACCESSIBILITY  
 
• Describe how entities within the One Stop delivery system, including One Stop Operators 

and the onestop partners, will comply with WIOA sec. 188, if applicable, and applicable 
provisions of the Americans with Disabilities Act of 1990 (42 U.S.C. 12101 et seq.) 
regarding the physical and programmatic accessibility of facilities, programs and 
services, technology, and materials for individuals with disabilities, including providing 
staff training and support for addressing the needs of individuals with disabilities.  
 

The Board is committed to providing all services, facilities and programs accessible by complying 
with WIOA Section 188, applicable provisions of the American Disabilities Act of 1990 and all other 
applicable statutory and regulation requirements.  Our Workforce Services Offices and partners are 
committed to making reasonable accommodations to all individuals. 
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Board staff ensures that all sub-recipients are trained in the provisions of WIOA Section 188 in 
order to have the knowledge to best serve individuals with disabilities.  As part of this training, all 
federally-funded core staff is cross trained on each other’s respective federal program in order to 
have a true understanding of all program services so the appropriate services will be best suited for 
the individual. 

All partners will cooperate in compliance monitoring that is conducted at the local and state levels 
to ensure that the One Stop centers, affiliate Workforce Services Offices, programs, services 
technology and materials are accessible and available to all.  

• Provide copies of executed cooperative agreements (as applicable) which define how all 
local service providers, including additional providers, will carry out the requirements for 
integration of and access to the entire set of services available in the local one-stop system 
with respect to efforts that will enhance the provision of services to individuals with 
disabilities.  [This may include cross training of staff, technical assistance, use and sharing 
of information, cooperative efforts with employers and other efforts at cooperation, 
collaboration and coordination.] 

The MOU is under development with a completion date of July 2016. 

C. PLAN DEVELOP AND PUBLIC COMMENT 
• Describe the process used by the Local Board, consistent with WIOA 108(d), to provide a 

30-day public comment period prior to submission of the plan, including an opportunity to 
have input into the development of the local plan, particularly for representatives of 
businesses, education, and labor organizations.  

The Board will post the plan at www.glkwb.com (the website of the Grundy Livingston Kankakee 
Workforce Board) where there will be instructions on how to comment over the 30-day public 
comment period.  The Board will also post a notice in the Daily Journal newspaper.   

• Provide a summary of the public comments received and how this information was addressed 
(by the) CEO, partners and local board in the final plan.  

 
This will be addressed during the 30 day public comment period.   

• Provide information regarding the local plan modification procedures.  

The plan will be sent to all Board members for comment.  Comments received via the website will 
be shared with the Board via email.  The replies to comments and questions will be posted on the 
web site.     

 



 

 
 
 
 
 
 
 
Policy:   00-004 
 
Subject:  Supportive and Follow Up Services   
 
Effective Date: 07/27/00 
Revision Date: 01/01/04 
Revision Date: 08/16/06 
Revision Date: 08/20/08 
Revision Date: 10/19/10 
 
 
Expiration Date: Continuing 
 
Purpose:  To set forth the guidelines for supportive services that may be necessary 

for a WIA (Workforce Investment Act) customer to complete their 
training and in some instances, employment retention. 

 
Policy:   Child Care  

Customers must apply for child care paid through the Child Care Resource and 
Referral Network (CCR&R). 
 
Child care will only be paid upon verification of denial of benefits from 
CCR&R.  Reimbursement will be made for child care provided at licensed 
centers or homes only.  Child care will be approved at $3.50 per hour per child 
to a maximum of $100.00 per week per family. 

 
Transportation 
Transportation assistance may be approved at the current annual state mileage 
rate over 50 miles per week, for a maximum of $50.00 per week. 
 
Bus tokens/vouchers for public transportation may be approved for up to 
$50.00 per month. 
 
Costs for other transportation services such as taxis, private transportation 
firms, and company vehicle usage charges by either the customer or their case 
manager, will be reimbursed at a maximum amount of $50 per month.  Receipts 
for company vehicle usage charges must document the customer’s name and the 
reason for the trip. 
 
Costs will not be reimbursed for more than one mode of transportation in a one 
month period.  For example, if a customer receives a bus pass, they may not also 



 

receive mileage payments or vehicle usage charges in the same month.  
Additional expenses may be approved by the program director for extenuating 
circumstances 

    
   Emergency Grants 

Individuals may be eligible for up to $200 per program year in the form of an 
emergency grant that will enable them to continue their training or employment.  
Individuals may receive assistance in obtaining items such as corrective eyewear, 
housing assistance, utilities, state identification cards, drivers’ license fees, 
supplies, physicals, background checks, uniforms, and tools.  This grant may be 
accessed only after all other resources are exhausted. 
 
Vehicle repair may be an allowable expense for an emergency grant under the 
following conditions.  Vehicles must be registered to and insured by the 
customer applying for the grant at their current address.  The customer 
requesting the grant must have a valid driver’s license and proof of insurance 
showing their current address, which must be documented in the participant file.  
The customer must obtain three (3) written quotes for the repair and must use 
the lowest quoted provider.  Quotes should be documented in the participant 
file. 
 
Follow-Up Services for Enrolled Adult and Dislocated Worker (1A, 1D, & 
1S) Customers 
Follow-up services must be made available, as appropriate, for a minimum of 12 
months following the first day of employment, to registered participants who 
are placed in unsubsidized employment (CFR 663.150 (b)). 
 
The goal of follow-up services is to ensure job retention, wage gains, and career 
progress for participants who have been referred to unsubsidized employment. 
The provision of training and supportive services after entry into unsubsidized 
employment (“post-placement”) will be limited, and will be part of the 
Individualized Employment Plan (IEP), and clearly documented in the 
participant case file.  
 
Participants may be eligible to receive a maximum of $200 in follow-up services 
in the 12 month period following placement, upon the recommendation of the 
applicable Career Specialist.  Services considered appropriate follow-up services 
may include transportation, child care, workshops, counseling, employment 
expenses, or skills upgrades.  Contact and referrals with other agencies will be 
considered prior to provision of WIA-funded follow-up services.  Expenses will 
only be approved in the event that all other resources have been contacted and 
exhausted.   
 
No funds may be expended on participants who have been exited from the 
program.  Follow-up services must be documented in the participant file and 
have a service line opened in IWDS to document the service. 

 
 



 

  
Follow-Up Services for Youth (1Y) Customers 
All youth participants must receive follow-up services for a minimum of 12 
months.  The types of services provided and the duration of services must be 
determined based on the needs of the individual.  Follow-up services may 
include leadership and supportive service activities; regular contact with a 
youth’s employer; assistance in securing better paying jobs, career development, 
and further education; work-related peer support groups; adult mentoring; 
and/or tracking the progress of youth in employment after training. 
 
No funds may be expended on youth who have been exited and are receiving 
follow-up services.  Follow-up services must be documented in the participant 
file and have a service line opened in IWDS.  Career Specialists/Case Managers 
are required to follow up with all youth at a minimum of once per quarter after 
exit from the program until one year from exit date. 



 

Expense Classifications for Supportive Services 
 
 
Client Tuition 
 Class costs and fees for secondary and post-secondary courses 
 GED Testing fees 
 Summer school course fees 
 Graduation fees 

 
Client Supplies 
 Books 
 Uniforms 
 Physicals 
 Background Checks 
 Immunization shots 
 Tools 
 School Supplies (items required on course syllabus) 
 Group workshop supplies (handouts, beverages, etc.) 

 
Client Stipends 
 Summer School attendance incentives 
 Grade Incentives 
 GED class attendance/completion incentives 
 Work-related incentives 

 
Client Transportation 
 Bus passes/vouchers 
 Mileage 
 Vehicle usage charges 
 Taxi service 
 Private transportation firm costs 







 
 
 
 
 
 
 
Policy:  12-01 
 
Subject: Demand Occupations Policy 
 
Effective date: 9/12/12  
 
Expiration Date: Continuing 
 
Purpose:  To set demand occupations in local workforce area #11. 
 
Procedure: 
The training provided through Individual Training Accounts is for the sole purpose of facilitating 
transition into the workforce.  All training will be for occupations that are classified as in demand 
within the area’s labor market and determined to be of priority by the Grundy Livingston Kankakee 
Workforce Board and in accordance to Department of Commerce and Economic Opportunity Policies. 
 
The approved industry sectors for training are selected based on a variety of labor market studies and 
other reliable sources including the Workforce Analysis for the Grundy Livingston Kankakee 
Workforce Board which was completed December 2010 and other labor market information including 
current and projected openings and associated wages in the area.  
 
To ensure that training remains relevant to the demands of the local labor market, industry sectors 
approved for training are below. 

1. Manufacturing    4. Transportation, Distribution & Logistics 
2. Biotechnology    5. Business & Personal Services 
3. Healthcare & Social Assistance  6. Utilities 

 
Special Training: The Grundy Livingston Kankakee Workforce Board recognizes that there may be 
requests for training that fall outside the approved sectors. Requests for a waiver to provide special 
training may be considered. Customers requesting training in sectors not designated as a priority by the 
Workforce Board, but whose Individual Employment Plan supports pursuit of such training must meet 
at least one of the following conditions:  
 

1. According to the labor market information, the occupation is projected to experience growth in 
the next measurable period of time and there are current local job postings (newspaper, Illinois 
Job Link, or other sources). 

2. The customer is planning to relocate to a geographic location where the occupation is in 
demand.  

3. An area employer provides written documentation of support for the need to trained personnel 
in a particular occupation.  

4. A written commitment is provided by an employer to hire the individual upon completion of 
their training.  



 
 
 
 
 
 
 
Policy:   13-01 
 
Subject:  Procurement Policy 
 
Effective date: 09/17/2013 
 
Rescissions:   Policy Letter 05-005 - Procedure for the Release of Requests for 

Proposals by the Grundy Livingston Kankakee Workforce Board 
 
 
Expiration Date: Continuing 
 
Purpose:  To provide guidance to the Grundy Livingston Kankakee Workforce Board 
and Workforce Board Staff regarding the federal regulations which govern the procurement 
of goods and services with Workforce Investment Act (WIA) funds.  
 
The aim of this procurement policy is to incorporate and comply with federal procurement 
regulations and policies, specifically 29 CFR 95.40 through 29 CFR 97.48 and 29 CFR 97.36. 
 
Procedure: 
 
Small Purchase Procurement Procedures: 
(a) Small Purchases are defined as a simple and informal procurement method for securing 

services, supplies, or other property that does not exceed in the aggregate ten thousand 
dollars or less, ($10,000.00).   

1. All small purchases that exceed the five thousand dollar ($5,000), but do not 
exceed ten thousand dollars ($10,000), require a minimum of three (3) 
written, email or telephone quotes, and shall purchase the item(s) based upon 
the lowest responsive bid received.  The written quotes, emails or notes of 
the telephone quotes will be used as documentation and shall be maintained 
as a record of the procurement. 

2. Purchases less than $4,999 do not require quotes. 
 

Sealed Bids Procurement Procedure 
(a)  Sealed Bids is defined as bids that are publicly solicited for which a firm-fixed-price 

contract (lump sum or unit price) or other fixed-price arrangement is awarded to the 
responsible bidder whose bid, conforming with all the material terms and conditions of 
the Invitation for Bids is the lowest price.  This method is generally used for purchases 
from vendors for commodity-type goods/services that are widely available in the 
marketplace (e.g. computer equipment, furniture, vehicles).  



(b) Sealed bids can be used for procuring goods/services that exceed ten thousand dollars 
($10,000). 

(c) The contents of these bids, upon receipt by the solicitor, are sealed. A predetermined 
time and place must be indicated on the invitation and/or request for bid as to when and 
where the sealed bids shall be opened. In most cases, the general public shall be invited 
to witness the opening of the bids, and the review shall be completed by more than one 
individual to ensure accuracy.  

(d) A fixed-price award will be made to the lowest, responsive, and/or responsible bidder.  
(e) Documentation must include, at a minimum:  

1. A copy of the formally advertised bid;  
2.  The vendors receiving Invitation for Bids by request, and through a qualified 

bidders list;  
3. The publication notice(s);  
4. Documentation of all the bids that were received; and  
5.  A statement on file detailing (if applicable) the reasons for rejecting the 

lowest bid.  
 
Request for Proposals Procurement Process 
(a) Request for Proposals (RFP) is defined as competitive proposals that are used when 

there is more than one prospective bidder submitting an offer, the lowest price is not 
necessarily the determining factor, and either a fixed-price or cost reimbursement type 
award is made. The competitive method must also meet the generally prescribed 
standards for “full and open competition”. The bid evaluation factors should focus 
primarily on, but not exclusively, the proposal’s approach, program design, innovation, 
coordination, and a thorough knowledge of the regulations and/or standards directly 
related to the goods and services proposed.  

(b) Request for proposals should be used for procuring goods/services that exceed ten 
thousand dollars ($10,000). 

(c) The CEOs for Local Workforce Area #11 may, at any time, request to the Executive 
Committee that an RFP be released for any goods or services. 

(d) The decision to release an RFP must be approved at a regularly scheduled meeting of the 
Executive Committee.  If the timeline for release of the RFP warrants, a special meeting of 
the Executive Committee may be called in accordance with the provisions of the Illinois 
Open Meetings Act to make such decision. 

(e) Any RFP release must then be approved by the Workforce Board, including the timeline for 
release, review, and award of contracts.   

(f) The RFP must contain a clear and accurate description of the technical requirements for 
the material, product or service to be procured, must contain identification of all 
requirements which the offerors must fulfill, and must contain identification of all other 
factors to be used in evaluating the bids or proposals.  

(g) A review team of no less than four (4) individuals shall make a recommendation for award of 
a contract under each RFP.   

1. The individuals chosen to serve on the review team must include, at a minimum, 
one (1) Workforce Board staff member, one (1) Workforce Board member, and 
one (1) representative of Kankakee County. 

 
 
 



(h) At a minimum, the RFP file must contain:  
1. A copy of the solicitation package;  
2. A copy of the public notification must denote the following:  

i. The name and location of the entity requesting proposals;  
ii. Location and procedures by which the RFP specifications can be 

obtained;  
iii. The date and time not later than which responses must be received 

by the requesting entity; and  
iv. The date and time that the responses will be opened.  

3. A bidders’ list of which notices of the RFP were mailed.  
4. An agenda and minutes of a bidders’ conference, if held;  
5. Written responses to all clarifying questions received outside of the bidders’ 

conference.  
6. A copy of each proposal received.  
7. A Rating and scoring sheets completed in the evaluation process.  Evaluation 

scoring sheets may include:  
a. Experience of Organization/Technical qualifications 
b. Effective Program Design 
c. Ability to serve target population 
d. Ability to meet program goals 
e. Necessity and Reasonableness of Budget Items t 
f. Satisfactorily financial procedures 

8. A documentation of the determination of demonstrated performance 
9. Documentation of the rationale for selection and funding of any proposal 

that did not receive the highest score/ranking in the evaluation process.  
10. A completed price analysis for each selected bidder, and a cost analysis when 

required;  
11. A copy of any submitted grievances and the resolution of each. 

 
Noncompetitive (Sole Source) Procurement Procedures  
(a) Noncompetitive proposals (sole source) are those obtained through solicitation of a 

proposal from only one source, the funding of an unsolicited proposal, or, after 
solicitation of a number of sources, competition is determined inadequate. 

(b) This method of procurement should be used as a last resort.  The use of sole source 
procurement must be justified and documented. 

(c) Sole Source may only be used when the award of a contract is infeasible under small 
purchase, sealed bid, or competitive policies and one of the following circumstances 
applies. 

1. The item or service is available only from a single source;  
2. The public exigency or emergency need for the item or service does not 

permit a delay 
3. The State authorizes a noncompetitive proposal;  
4. After solicitation of a number of sources, competition is determined 

inadequate.  
 
 
 



Price Analysis 
Price Analysis is the process of examining and evaluating a price.  The sole purpose of a 
price analysis is to determine if the final price is fair and reasonable.  
 
All procurement in excess of five thousand dollars ($5,000) is required to perform a price 
analysis.  Recommended processes for comparisons are:  

1. Comparison of prices of competing offers and selecting best price;  
2. Comparison of prior quotes and contracts for the same or similar requirements, 

taking into account inflation;  
3. Comparison of offers to parametric estimates or benchmarks (e.g. dollars per 

square foot or cost per instructional hour).  
4. Comparison of offers to an independent agency estimate 

 
Code of Conduct/Conflict of Interest:  
No member, employee, officer, or agent of the Grundy Livingston Kankakee Workforce 
Board shall participate in the award or administration of a contract if a conflict of interest, 
real or apparent, would be involved. Such a conflict would arise when the member, 
employee, officer or agent, any member of his or her immediate family, his or her partner, or 
an organization which employs, or is about to employ, any of these, has a financial or other 
interest in the firm selected for award.  
 
A WIB member shall not cast a vote on, nor participate in any decision-making capacity on 
the provision of services by such member (or any organization that member represents), nor 
on any matter which would provide any direct financial benefit to that member.  
 
No person involved in the Procurement process will divulge any information regarding any 
Procurement prior to the release of the Procurement 
 
WIB members and its employees or agents will neither solicit nor accept gratuities, favors, or 
anything of monetary value from contractors, potential contractors, or parties to 
subcontracts.  
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