
Revised 7.27.2022  

 
 
 
 

 
 

Greater Lincoln American Job Center 
Operations Manual 

1111 "O" Street, Suite 205 
Lincoln, NE 68508 

(402)441-1640 
 

www.ajc.lincoln.ne.gov 



Revised 7.27.2022  

Table of Contents 
1 .......................................................................................................................................... 3 
Background: ............................................................................................................................................................ 4 
AJC Operations: ....................................................................................................................................................... 5 

A. American Job Center Location and Access Points .............................................................................. 5 
B. After Hours Access & Holidays Observed ............................................................................................... 6 
C. AJC Staff and Partner Dress and Hygiene Expectations: ................................................................... 7 
D. Safety Guidelines ................................................................................................................................... 7 
E. Complaint and Grievance Process ........................................................................................................... 8 
F. Code of Conduct ........................................................................................................................................ 8 

Common Identifier and Branding .......................................................................................................................... 5 
Standard Operating Procedures ........................................................................................................................... 10 

A. Lincoln AJC Standard Operating Procedures ..................................................................................... 10 
Customer Services ............................................................................................................................................... 10 

A. Extreme Customer Service .................................................................................................................... 10 
B. Customer Intake/VOS Greeter ............................................................................................................. 10 
C. Partner Referrals: ................................................................................................................................... 12 
D. Provide Direct Linkages to Partner Programs: ................................................................................... 13 
E. Assessments: ............................................................................................................................................ 14 
F. Resource Room .......................................................................................................................................... 14 
G. Services to Individuals with Disabilities: ............................................................................................ 16 
H. Assisting priority of service participants: ............................................................................................... 17 
I. How to connect to partners and WIOA co-enrollments ...................................................................... 18 
J. Assisting Job seekers ................................................................................................................................ 19 
I. Case Management .................................................................................................................................. 19 
K. Training ................................................................................................................................................... 20 
L. Job Placement ......................................................................................................................................... 21 

Business Services Function: ................................................................................................................................. 22 
WIOA Services: .................................................................................................................................................... 23 

A. Basic Career Services-Welcome Function ............................................................................................ 23 
B. Individualized Career Services- Skills/Career Development Function ................................................ 24 
C. Follow-up Services ................................................................................................................................... 25 

The Roles of the Partners and Programs .............................................................................................................. 26 
A. One Stop Operator ............................................................................................................................. 26 
B. WIOA Adult, Dislocated Worker and Youth (Title 1) ........................................................................ 26 
C. WIOA Adult Education and Family Literacy (Title II).................................................................... 30 
D. Wagner-Peyser (Title III) .................................................................................................................. 31 
E. Vocational Rehabilitation (Title IV) ...................................................................................................... 32 
F. Blind and Visually Impaired Services (Title IV) ................................................................................. 33 



Revised 7.27.2022  

G. Temporary Assistance for Needy Families (TANF) ......................................................................... 34 
H. Senior Community Service Employment Program (SCSEP) ......................................................... 35 
I. Community Service Block Grant Program .......................................................................................... 35 
J. Job Corps: ............................................................................................................................................... 36 
K. National Farmworker Jobs Program ................................................................................................ 37 
L. Indigenous Americans Programs: ......................................................................................................... 38 
M. Trade Adjustment Assistance (TAA) ................................................................................................ 39 
N. Unemployment Insurance .................................................................................................................. 40 
O. SNAP Employment & Training......................................................................................................... 41 
P. Career and Technical Education (Perkins Act) ..................................................................................... 41 
Q. HUD Employment and Training Programs: .................................................................................... 42 
R. Community Partnerships/Resources ..................................................................................................... 43 

Locating Other American Job Centers in Nebraska ............................................................................................. 44 
Adams County ............................................................................................................................................ 44 
Buffalo County ............................................................................................................................................ 44 
Cheyenne County ......................................................................................................................................... 44 
Dawson County ........................................................................................................................................... 44 
Dodge County ............................................................................................................................................. 45 
Douglas County......................................................................................................................................... 45 
Gage County ............................................................................................................................................ 45 
Hall County ............................................................................................................................................... 45 
Lincoln County ........................................................................................................................................ 45 
Madison County .......................................................................................................................................... 45 
Otoe County .............................................................................................................................................. 45 
Platte County ............................................................................................................................................. 46 
Scotts Bluff County..................................................................................................................................... 46 

No index entries found. 
1 



4  

Operations Manual – American Job 
Centers 

 
Background: 

American Job Centers (also known as One-Stop Centers) are designed to provide a full range of assistance to 
job seekers under one roof. Established under the Workforce Investment Act and reauthorized in the Workforce 
Innovation and Opportunities Act of 2014, the centers offer training referrals, career counseling, job listings, 
and similar employment-related services. WIOA seeks to functionally align a wide range of publicly- and 
privately funded education, employment, and trainingprograms while also providing high-quality customer 
service to job seekers (veterans, disadvantagedand those with disabilities), workers, and businesses through the 
one-stop delivery system. 

 
The State Workforce Development Board, known as the Nebraska Department of Labor (NDOL) takes a 
leadership role to ensure that the one-stop system is customer driven, for both job seekers and employers. This effort 
includes aligning federal investments in job training, integrating service deliveryacross programs, and ensuring 
that the workforce system is job-driven and matches employers with skilled individuals. The NDOL serves as a 
convener of State, regional, and local workforce system partners to enhance the capacity and performance of 
the workforce development system; align and improve employment, training, and education programs, and 
through these efforts, promote economicgrowth. As a strategic convener, the NDOL promotes partnerships and 
engages key stakeholders. The NDOL provides leadership and guidance to Nebraska’s Workforce Development 
System. The vision of the Workforce Board is to increase the competitive position of Nebraska businesses and 
attract newbusinesses through the development of a highly skilled workforce. 

 
The City of Lincoln acts as the administrative entity for the Greater Lincoln Workforce Development Board 
and is responsible for developing a strategy to continuously improve and strengthen the workforce 
development system through innovation in, and alignment and improvement of,employment, training, and 
education programs to promote economic growth. Board members activelyparticipate and collaborate closely 
with the required and other partners of the workforce developmentsystem, including public and private 
organizations. This is crucial to the American Job Center of Lancaster and Saunders counties, role to 
integrate and align a more effective, job-driven workforce development system. The AJC of Lancaster and 
Saunders counties work to develop a comprehensiveand high-quality workforce development system by 
collaborating with its workforce, education, and economic development partners to improve and align 
employment, training, and education programs under WIOA. 

 
The one-stop delivery system is charged with enhancing the range and quality of workforce development 
services available to job seekers and businesses through a coordinated approach among partner agencies. Since the 
one-stop delivery system was established, technology has made lasting changes to our economy and society. 
Mobile workers and businesses with regional and national footprints that cross municipal borders are 
increasing. For that reason, there is an increased customerdemand for consistent high- quality education, 
employment, and training services across Nebraska. 

The passage of WIOA supports the workforce system in meeting that demand, and the adoption of anational 
vision for the one-stop delivery system and its one-stop centers is an important first step in that work. WIOA 
supports the development of strong, vibrant regional economies where businesses thrive, and people want to 
live and work. This manual should serve as a resource for general information. This manual is specific to 
this center and should be developed as a resource for newemployees as well as current staff. 
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Common Identifier and Branding 
 

Under Department of Labor ETA, WIOA requires each one-stop delivery system to use a 
common identifier on all products, programs, activities, services, electronic resources, facilities 
and related property and new materials. Core/Required partners of the American Job Center of 
Lancaster and Saunders Counties are required to identify itself as part of the “American Job 
Center Network,” or state it is a “Proud partner of the American Job Center network.” Utilizing 
common terminology and branding identifies workforce agencies as a part of a single network. 
The logo utilized for the American Job Center of Lancaster and Saunders Counties is found 
below. 

 

 
Link to branding guide: 387488-American_Job_Center-Brand_Guide_CBWY_2022.pdf (ne.gov) 

 
Email signatures should include the American Job Center branding, contact information for each 
employee, AJC site link, social media, City of Lincoln Branding and links to our job seeker and 
employer surveys. 

 
AJC Operations: 

 
To accomplish increasing access of services in the workforce system, service integrationwith system partners 
and understanding where and how customers access services is critical to success. The AJC network is 
integrated through the partnership of the Local Workforce Development Board (LWDB), core WIOA partners, 
AJC operators, and other required core programs to work together to leverage resources and provide 
participant- centered services. 

 
The AJC core programs are: 

 
• WIOA Title I (Adult, Dislocated Worker and Youth formula funds) 
• Adult Education and Literacy Act programs 
• Wagner-Peyser Act employment services 
• Vocational Rehabilitation programs 

 
AJC staff and partners should place emphasis on assessment, career coaching and skill-development rather than 
self-directed activities. 

 
A. American Job Center Location and Access Points 

 
The Greater Lincoln American Job Center for Lancaster and Saunders Counties is in Southeast 
Community College’s Education Square: 
1111 O Street #205 
Lincoln, Nebraska 68508 
(must take elevator to floor 3; elevators can be located via alleyway or parking garage) 
Hours of Operation: 8 am-5 pm, Monday-Friday 
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The AJC of Lancaster and Saunders Counties has developed partnerships with two community-based 
organizations that will serve as access points for service: 

 
Ashland Public Library 
1324 Silver Street 
Ashland, NE 68003 
10am to 3pm on the 2nd Thursday of each month 

 
Wahoo Learning Center 
536 N. Broadway Street 
Wahoo, NE 68066 
10am to 3pm on the 1st Wednesday of each month 

 
The AJC of Lancaster and Saunders Counties has developed a virtual platform to assist customers who are unable 
to come in-person for help with services: 

 
Virtual platform 
Ajc.lincoln.ne.gov 
Appointments via AJC website and are held via Zoom 

 
B. After Hours Access & Holidays Observed: 

 
The One-Stop Operator is the central point of contact for the American Job Center of Lancaster 
and Saunders Counties. The American Job Center is open Monday through Friday from 8:00am 
until 5:00pm. If you require assistance at a different time, please contact the One-Stop Operator 
to arrange services. The American Job Center of Lancaster and Saunders Counties is traditionally 
closed on the following holidays: 

 
• New Year’s Day 
• Martin Luther King Jr. Day 
• Presidents Day 
• Memorial Day 
• Juneteenth 
• Independence Day 
• Labor Day 
• Veterans Day 
• Thanksgiving Day & day after Thanksgiving 
• Christmas Day 
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C. AJC Staff and Partner Dress and Hygiene Expectations: 
 

AJC staff and partners of the AJC who are providing services on site or in the community as a 
representative of the AJC are expected to maintain the highest standards of personal cleanliness 
and present a neat, professional appearance at all times. 

 
Our customers' satisfaction represents the most important and challenging aspect of our business. 
Whether or not your job responsibilities place you in direct customer contact, you represent the 
AJC with your appearance as well as your actions. The properly attired individual helps to create 
a favorable image for the organization, to the public and fellow employees. 

 
The AJC maintains a business casual environment. All employees should use discretion in 
wearing attire that is appropriate for the office and customer interaction. On Fridays, the Center 
allows staff to wear blue or black jeans, that are not worn, distressed, ripped, or too skinny with a 
collared shirt or blouse. 

 
A daily regimen of good grooming and hygiene is expected of everyone. Please ensure that you 
maintain good personal hygiene habits. While at work, you are required to be clean, dressed 
appropriately and well groomed. It is also expected staff wear their name tag while in the office. 

 
D. Safety Guidelines: 

 
It is the goal of the American Job Center of Lancaster and Saunders Counties to provide a safe, 
supportive environment for all customers. Safety guidelines are adhered to with regards to staff 
and customer behavior as well as medical emergencies, fires, natural disasters, building, and 
maintenance issues, etc. The American Job Center of Lancaster and Saunders Counties has a 
safety manual that highlights procedures to follow in-case of an emergency. To view the 
comprehensive safety guidelines, as well as exit routes and refuge locations, please locate the 
safety manual in the office (behind the front desk and near the kitchen). 

 
While not meant to be exhaustive, the following are general safety guidelines when dealing with 
an emergency: 

 
1. Call 911 
2. Be familiar with office and building exit routes. 
3. Be familiar with “safe areas” in the event of a tornado. * Basement/lower floors and 

interior hallways Under heavy furniture. The AJC will seek shelter in the stairwells. 
4. Be familiar with locations of fire extinguishers (AJC Kitchen) and defibrillators. 
5. Be familiar with the calling tree and save phone numbers to your cell phones. 
6. Know where the external “safe meeting” location is and how to get there. *South entrance 

of the Marcus Theater* 
7. Call Sonia Garcia at 308-765-5558 to report any major emergencies. This will trigger a 

“campus wide” announcement to take appropriate action. 
8. Be aware of anyone in your area who may need assistance if an evacuation is necessary. 
9. Print and keep safety procedures near your desk. Be familiar with all safety procedures. 
10. If the building issues requires immediate attention, please contact the Southeast Community 

College Maintenance Department at 402-890-0744 or make a formal request via email to: 
kvarejcka@southeast.edu and jvasey@southeast.edu. If danger is imminent, call 911. 
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E. Complaint and Grievance Process: 
 

The One-Stop Operator serves as the point of contact for customers who wish to file an official 
complaint against the AJC or one of its partners. The One-Stop Operator will work to resolve any 
complaints through an informal discussion; however, if a customer wishes to make a formal 
complaint, the One-Stop Operator will provide appropriate information to the complainant. 
Please note if you have a complaint or grievances of a discriminatory nature you 
can visit our site at: https://ajc.lincoln.ne.gov/complaint-intake/ or contact the 
ombudsman for the city of Lincoln 

 
F. Code of Conduct: 

 
The City of Lincoln has established an executive order outlining the code of conduct forthe AJC. 
Partner staff should refer to the AJC website for the code of conduct. 

 
The following prohibited behaviors will be seen as grounds for immediate expulsion and 
suspension and/or  banning from  the  American  Job  Center. Refusal to leave the AJC 
including parking lots, stairwells, and bathrooms in the building where the AJC is located when 
asked to do so by staff shall result in a call to local law enforcement for assistance. 

 
1. Being present while possessing or under the influence of alcohol or drugs or 

using tobacco products or electronic smoking devices inside AJC premises. 
2. Knowingly entering non-public areas of the American Job Center without prior 

permission. 
3. Exhibiting body hygiene that is so offensive as to constitute a nuisance or health 

hazard to other individuals at the AJC. 
4. Using abusive or threatening language, including but not limited to name-calling, 

bullying, obscenities, sexist and/or racist language. 
5. Behaving in a physically violent, threatening, or aggressive manner or any behavior 

that threatens a person's safety and security, including the individual's own safety. 
6. Possessing weapons or explosive substances, including fireworks, other than by 

authorized law enforcement personnel or as allowed by law or written agreement. 
7. Panhandling (food, money, cigarettes, etc.) at the AJC. 
8. Selling, soliciting, or engaging in any other commercial activity at the AJC without prior 

written permission from the OSO. 
9. Interfering with staff’s ability to deliver services or to create and maintain a safe and 

secure environment for other individuals. 
10. Vandalizing, damaging, or misusing AJC equipment or supplies that results in an 

AJC facility or program not being available for public use,or that results in more 
than nominal financial loss to the City or to theCity's agents. 

11. Participating in gang related activities, to the extent such behavior is clearly 
recognizable and unambiguous, including the display orpossession of gang related 
symbols, the use of hand signals, soliciting membership, intimidating, or threatening 
behavior, wearing, or displaying any gang colors or clothing identified with gang 
activities, etc. 

12. Committing any criminal offense or participating in any illegal activity, including 
theft from the AJC or the premises in the building in which it is located or violation 
of Lincoln Municipal Code ordinances other than minor traffic violations. 

13. Use of a device or computer at the AJC to intentionally expose staff or 
members of the public to sexually graphic images. 
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14. Use of the computer and/or Internet at the AJC to jeopardize the security of the 
computer network or other networks on the Internet orelsewhere, compromise the 
safety and security of others, or provide access to materials that is inappropriate. 

 
With any prohibited behavior that cannot be mitigated or resolved, the WIOA One Stop 
Operator (OSO) will issue or cause to be issued a written notification of a suspension, herein 
after referred to as "Notification of Suspension,” to the individual committing the offense 
which shall give notice to the individual the reason(s) for the suspension. 

 
a) The first suspension by the OSO shall be for a maximum period of seven (7) 

days and shall be a suspension from the premises and/facilities of the AJC. If 
an individual has previously been suspended for a violation of prohibited 
behavior within the prior six 

b) (6) months or if the prohibited behavior is especially egregious, he or she may 
be suspended by the OSO for a maximum period of thirty 

c) (30) days from the premises and/or facilities of the AJC. 
d) The OSO shall suspend through a written Notification of Suspension tothe 

suspended individual. The suspension notification shall be served by AJC staff 
upon the suspended individual by regular mail when suchindividual's address is 
known or by hand delivery by any staff upon knowledge of the individual's entry 
into any premises or by any contactwith the suspended individual. 

e) Upon a finding by the OSO that there are reasonable grounds to believean 
individual should be banned from any or all of the premises, the OSOshall issue a 
written banning order, hereinafter referred to as "BanningOrder". The Banning 
Order shall notify the individual of the ban, lengthof the ban, the reason(s) for the 
banning, and to what premises the banning applies. Banning Orders of six (6) 
months or more shall be reviewed by the City of Lincoln Law Department prior 
to issuance. 

f) The Banning Order shall be served by AJC staff upon the banned individual 
by regular mail when such individual's address is known or by hand delivery 
by any staff upon knowledge of the individual's entry into any premises or by 
any contact with the banned individual. Acopy of the Banning Order shall also 
be provided to law enforcementand the Law Department. Notification of the 
Banning Order will be provided to all relevant staff The AJC staff shall 
endeavor to report to the Greater Lincoln WIOA Board regarding Banning 
Orders on anannual basis. 

g) The banned individual shall have the ability to appeal the Banning Order as 
provided herein. Use of the computer and/or Internet at 
the AJC to violate the law; to view, transmit or download obscenity, sexually 
graphic images or child pornography, or materials that encourage others to 
violate the law; to cause harm to others or damage the property of others. 

h) Failure to respond to AJC staff instructions to modify or stop behavior, which 
is disruptive, inappropriate, or inconsistent with acceptable use of the AJC 
and its equipment or facilities. 

 
Individuals exhibiting prohibited behavior will be required to leave the premises 
immediately for the remainder of the day. Depending on the severity of the behavior, an 
individual may be required to leave the premises with no warning given. Staff response shall 
be documented. Individuals may be subsequently suspended by the AJC One Stop Operator 
for a period of up to thirty (30) days or banned for a period of thirty (30) days up to twelve 
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(12) to thirty-six (36) months depending on the nature of the offense. Offenses such as 5, 6, 
11, 12 and 14 above are examples of such offenses that may warrant longer banning up to and 
over one (1) year, although all prohibited behaviors are considered serious enough for 
banning. Sec Suspension and Banning Procedure herein. 

 
 

Standard Operating Procedures 
 

The American Job Center of Lancaster and Saunders Counties develops and adheres to Standard 
Operating Procedures. Standard Operating Procedures are created by the One-Stop Operator and 
American Job Center partners. Standard Operating Procedures are developed to: 

 
A. Ensure rules and regulations of the operation of the AJC programs are adhered to. 
B. Provide an exceptional customer experience for American Job Center Customers. 
C. Implement best practices in the service provision of basic career services and the individual 

services carried out by workforce partners. 
D. Ensure consistency with regards to the service customers can expect at the American Job 

Center. 
 

The following Standard Operating Procedures are specifically related to the general services of 
the AJC. These Standard Operating Procedures are created to give a step-by-step overview of 
operations and policies at the American Job Center. Should you need additional details or would 
like to view any of the supporting documents referenced throughout the Standard Operating 
Procedures, please contact the One-Stop Operator. The SOP’s related to specific workforce 
programs are developed by the Career Services provider for that program. 

 
To reduce the length of this resource, a hyperlink has been provided to the procedures for: 

o Complaint/Grievance, 
o Universal Accessibility, 
o Priority of Service 
o Personally Identifiable Information (PII)/Customer Confidentiality 

 
A. Lincoln AJC Standard Operating Procedures 

 
 

Customer Services 
 

A. Extreme Customer Service 
 

It is the objective of the American Job Center of Lancaster and Saunders Counties to provide 
exceptional customer service to its job seeker business customers. We value and encourage 
feedback so we may encourage an environment of continuous improvement. Customer 
Satisfaction Surveys are collected electronically. American Job Center staff request surveys 
be completed by all customers throughout each month and results will be available after the 
first of the following month. 

 
B. Customer Intake/Waitwhile/Program Matcher 

 
Customers will have to opportunity to pre-schedule their appointment at the American Job Center. 
Through the American Job Center website customer will be able to reserve a computer, an 
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appointment to meet with staff to review programs and resources, unemployment services or 
reserve a room or phone to complete their interviews. Customers who schedule and appointment to 
reserve a computer will be allowed to use the computer for a max of two hours at a time. If a 
customer does not reserve a computer, they are considered a walk-in and will be allowed to use the 
computer for the max of one hour. 

 
When a customer arrives to the American Job Center, they should report to the reception desk 
upon entry into the American Job Center andwill be greeted by a Resource Room Navigator. The 
Resource Room Navigator will help get customers checked in (assigned a computer), determine if 
interpretation or assistive technology is needed and will inquire the reason for the customer’s visit, 
priority of service (questions to evaluate the veteran status). New customers seeking job 
search to the American Job Center will complete an orientation video and staff will review the 
menu of services and the customer’s goals to determine if the customer will be registered for basic 
career services or job search independantly. Customers who are registered in basic career services or 
applying for unemployment will have an NE works account created. Customers who are no interested in 
basic career services will be informed of NE Works and, if needed, will receive assistance with setting 
up an NE Works account. 

 
The goal is to prove accurate count of traffic flow, the reasons customersare coming into the 
center and to ensure customers’ job search needs are being met. Staff will be trained on how to 
ensure customers are correctly checked in. Staff will also understand how to navigate local 
resources, which includes being able to assist customers in applying for benefits. Staff will also 
help the customer submit a program matcher, if the customer is interested in being referred to a 
partner agency. The program matcher was created to help staff and the customer identify which 
programs the customer may be eligible for. Staff will be trained on how to provide direct linkage 
to each of our partners or local agencies, which includes, making a referral via the American Job 
Center Website, contacting the representative for the referral either by phone or email or assisting 
the customer with scheduling an appointment with one of the partners if the partner uses the 
American Job Center Waitwhile account. Prior to the customer leaving or when staff is done 
assisting a customer, staff will ask for the customer to complete a survey to help the American Job 
Center understand what they can improve on. 

 
Below is a sampleof the customer flow of service: 
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C. Partner Referrals: 
 

Screening will be done by Resource Room Navigators and/or the Outreach Specialist with a 
referral, following one of the below options: 

 
1. Walk-In Inquiries: Individuals who walk into the AJC resource room and inquire about 

training will first be assisted by AJC Resource Room Navigators by completing the 
program matcher. Resource Room Navigator can then provide information about the 
program via flyers or by directing the customer to the ‘Our Programs’ page on the 
American Job Center website. 

 
2. Referrals from the AJC website: Resource Room Navigators will also assist the 

customers in connecting with the AJC website www.ajc.lincoln.ne.gov to complete the 
Program Matcher tool, which allows the customers to complete a common intake 
questionnaire in order to provide a list of AJC Partner programs for on-going services 
based on the customers identified needs and barriers. Resource Room Navigator will then 
complete referrals on the American Job Center website. 

 
3. Referrals from NE Works: NE Works referrals are delivered by email 

(AJC@lincoln.ne.gov.) American Job Center (AJC) staff will call and email referral and 
invite them to attend a WIOA orientation. 

 
4. Use of WIOA Eligibility Explorer through NE Works: Eligibility Explorer in NE 

Works that profiles potential WIOA applicants will be monitored and tracked.Interested 
individuals are scheduled for orientation by AJC staff. 

 
The receiving partner agency will be expected to follow up with the customer within one 

WIOA Title 1 Service Flow 

Follow Up 
• Fixed plan of communication 
• Services for retention, 

advancement, and ongoing 
engagement for the next year. 

applicable activities in NEWorks 

Enrollment 
approved? 

YES 

Interested YES 
in WIOA 

services? 

Career 
seeker 
eligible? 

YES 

• Record MSG 
& credential 
attainments 

• Update IEP 

NO 
NO Refer to universal 

services (workshops, 
job search, etc.) or 
partner agencies 

NO 

Training or Work 
Experience 

• ITA 
• WEX 
• OJT 

Individualized 
• Create an IEP 
• Administer assessments 
• Provide career counseling & 

mentoring 
• Assign appropriate DWI 

Training to customers. 
(Dynamic Futures/5 Minute 
Countdown) 

Basic 
• Provide job search 

assistance & referrals 
• Connect with partners & 

CBOs as needed 
• Share relevant LMI 

EMPLOYMENT 
CLOSE WITH 

• Career seeker 
provides eligibility 
documents 

• Review Program Matcher or 
NDOL referral. 

• Review BCS, ICS, and TS 
• Assess WIOA eligibility with 

qualifying questions 
• Record 125 and other 

• Career seeker completes WIOA 
registration form and all required releases 

• Review and complete the following: 
• Income calculation 
• Release of Information form 
• MyNext Move (O*NET) 
• Objective Assessment Summary 
• EEO and Grievance form 
• Conflict of Interest form 
• Documentation Checklist 

• Upload and file documents in NEWorks 

• Discuss eligibility 
requirements 
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business day of the referral to provide additional information up to scheduling an 
appointment for ongoing services and eligibility determination. For customer enrolled in 
basic career services Resource Room Navigators will document services provided to the 
customer as a WIOA staff assisted services and data enter the appropriate NE Works activity 
code and enter a detailed case note of the service provided. 

 
D. Provide Direct Linkages to Partner Programs: 

 
Direct linkage means providing direct connection at the One-Stop Career Center, within a 
reasonable time, by phone or through a real-time web-based communication to a program 
staff member who can provide program information or services to the customer. Career 
services may be provided through access to one-stop partner programs and activities, 
which, as described in 20 CFR 678.305(d), 34CFR 361.305(d), and 34 CFR 463.305(d), 
may be delivered in one of three ways: 

 
Option 1. Having a program staff member physically present at the American Job 
Center and Resource Room staff assisting with the connection or scheduling an 
appointment with the program staff (should the program staff not be present at the 
current time). 

 
Option 2: Having a Resource Room Navigator staff program appropriately trained to provide 
information to customers about the partner program, services, and activities; and providing 
meaningful assistance to the customer through the following steps: 

 
 

• Offer the customer basic career services or resources that are appropriate, based 
on the customer’s needs and barriers. 

• Assist the customer to complete AJC website Program Matcher 
https://ajc.lincoln.ne.gov/program-matcher/ 

• Invite the customer to review program information via website review in the 
resource room. 

• If matched to specific programs, assist the customer with completion of 
registration in NE Works. 

• Assist the customer with scheduling an appointment with the partner program, by 
using Waitwhile or by telephoning the partner program contact during that initial 
visit to the AJC. 

• If unable to contact the partner program, contact leave a voicemail and email to 
the partner program that a referral is forthcoming through the partner referral 
portal. 

• For partner programs, that can receive referrals through the AJC website Partner 
Referral Portal https://ajc.lincoln.ne.gov/career-planners/referrals/, this will send 
an email to the partner program directly to follow-up within two (2) business 
days. 

 
Option 3: Making available a direct linkage by the Resource Room Navigators through 
technology to a program staff member who can provide meaningful information or 
services. 

 
On the ‘Our Programs’ (found at: https://ajc.lincoln.ne.gov/plan-your-visit/about-us/our- 
programs/) page on the American Job Center website, program partners can be found. 
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Each program partner listed are hyperlinked to a page listing the contact information for 
the program, as well as hours they are located in the American Job Center or if 
appointment is needed. This information is located in this document under ‘The Role of 
Partners and Programs.’ Should an appointment be needed, Resource Room Navigators 
can assist with getting that scheduled. 

 
E. Assessments: 

 
Resource Room Navigators will offer and provide initial assessments to determine the 
individual participant’s needs for assistance. These assessments vary per center but can 
include interviews and written and online assessments. Customers will be routed to the 
appropriate staff member or area according to their reason for being in the center by the 
welcome/intake staff. 

 
1. Interest Assessments: ONET Interest Profiler to evaluate the customers 

career interests and match to occupations that are in alignment 
https://www.mynextmove.org/explore/ip 

 

2. NEWorks Self-Assessment Skills the customer will log into their NEWorks 
account and go to “My individual Profiles” and go to Self-Assessment profiles 
and complete the following: 

 
• Job Skills Assessment 
• Personal Skills Assessment 
• Work Values Assessment 

 
These assessments along with the eligibility tracker and program matcher tools gather 
data that will assist in providing the appropriate resources for effective service delivery. 

 
F. Resource Room: 

 
Resource rooms in the American Job Center contain computers with internet access, phones, fax 
machines, and copiers. The equipment and technology are available for the use of job seekers and 
are to be used for job seeking purposes only. The below services are available universally to all 
job seekers or customers that visit the AJC. 

 
 

UNIVERSALLY ACCESSIBLE SERVICES FOR JOB SEEKERS 
 

*Job Search tools: 
resume, cover letter, mock 
interview, emails, turn around 
letters, phone and print services 

*Find a job: search and apply for 
job, referrals to employers 

*File for unemployment: 
help with summitting first and weekly 
claims. 

*Identify your skills 
and interests 

*Community Resources: 
assistance with applying for programs, 
walk-in events with community 
agencies with services to support 
employment. 

**Classroom training and 
Adult Education and 
Literacy 

*Explore Careers and 
Wages 

*Initial Assessments *Performance: learn about how 
our program goals 

***Individual and *Program Matcher: ***Financial Literacy and 
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group career 
counseling 

Information about and referrals to 
organizations that provide services such 
as childcare, child support, child health, 
benefits under SNAP, and TANF 

Family Well-being 

*Financial 
Aid Assistance: Explore 
programs cost and apply for 
assistance 

**On-the- Job training **On-the-Job training and 
Apprenticeships 

**Try-out 
Employment: Short-term 
job to help individuals reenter the 
workforce and establish a positive 
work history 

***Career Planning ***Employment Plan 

***Get ready to work: 
strengthen your communication, 
interpersonal and job-seeking 
skills 

***Workforce Preparation **Entrepreneurial Training 

 

*Basic Career Services: Our Resource Room Navigators will help with any of these items in the 
American Job Center resource room. These services can also be delivered virtually. 

 
Acceptance into the Adult, Dislocated Worker or YESS programs: 
**Training Services: Learn about work-based learning and classroom training opportunities. 

 
***Individualized Career Services: Services provided by a career planner. 

 
 

Laptop loaner procedure: 
 

The AJC has the availability to loan a laptop to our customers who are registered in our 
program. In order for a customer to participate in the computer loan program, they must have 
a NEworks account set up as well as the following: 

 
1. Program Matcher completed 
2. Comprehensive registration in NEworks 
3. Background wizard completed. 
4. ID, social, and Selective service (if male) uploaded in NEworks. 
5. At least two alternate contacts 
6. Professional resume 

**Community Corrections customers cannot check out a laptop because they do not have access 
to internet at the Center and will not be able to utilize other than for word processing. 

 
Staff Procedure for customer laptop check-out: 

 
1. Check to see which laptops are available. 
2. Review the checkout and liability form with customer and have them fill out the 

form. 
3. The staff member checking the laptop out will go to their Outlook calendar to make a 

reservation. The staff member will create an appointment the start date will be the 
first date of the loan and the end date will be the date the laptop is expected to be 
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returned. The staff member will then go under invite attendees and add the AJC 
laptop (#1-5) they are reserving. This will prompt the calendar associated to that 
laptop to show the laptop is unavailable during the check-out time. 

4. Ensure customers know how long their reservation will be and who to contact should 
they have questions regarding their reservation. 

5. Once the customer has returned their laptop review the laptop for any damage. 
6. Provide them with a completed copy for their records 
7. Complete the following, if not already completed: 

 

 View and remove history from computer. 
 Delete any documents saved on the computer. 
 Ensure no new programs or shortcuts were installed on the computer. 
 Ensure all items are returned on the check-in list are returned and stored in the 

carrying case. 
 

Computer time limits 
 

The AJC will ask for to schedule computer time. This can be done via the AJC 
website, by phone or in-person. If a customer schedules ahead of time they will have 
the option to use the AJC computers for up to a 2-hour block. If the customer is a 
walk-in they will have to schedule a computer for up to 1-hour block. Certain 
circumstances may require a customer to need longer than 2-hours, in these 
circumstances staff will work with the customer to make the accommodation. In the 
instance the AJC is hosting an event and computers are limited the AJC could post 
signage indicating there is a limit of less than 2 hours for computer usage or staff will 
make other accommodations such as bringing out laptops. 

 
G. Services to Individuals with Disabilities: 

 
Universal Access, as defined in the final rule in 29 CFR Section 38, requires 
WIOA Title I funded programs to implement the nondiscrimination and equal 
Opportunity provisions of Section 188 of WIOA. Universal Access further indicates 
that services will be both physically and programmatically accessible to individuals. 

 
Reasonable accommodations are available to qualified individuals with 
disabilities. In addition, accommodations are available to individuals who have 
limited English proficiency. 

 
The American Job Center is handicap accessible and possess electronic resourcesto 
assist those with disabilities in their employment search. Ease of Access technology 
associated with most Windows versions can assist with a magnifier that increases the 
size of the information displayed on the computer screen, magnifiers (Enhanced 
Vision and Freedom Scientific) which enhance the size or display of documents, 
Smart reader which reads the document out loud and clear sounds which is used in 
conjunction with hearing aids amplify sound. There are other options available through 
this function such as sticky keys, which enables the user to enter key combinations by 
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pressing keys in sequence rather than simultaneously. This will benefit users who are 
unable to press orhave difficulty pressing shortcut combinations. 

 
Other assistive technology such as zoom text, adjustable computer tables, and Jaws 
Screen Reader, among others. Headphones should be available for those using Jaws or 
the narrator to maintain the security of personal information for the customer. The 
American Job Center has the menu of services in braille to assist customers who 
are visually impaired. All staff in the center should know what assistive technology 
is available in their center and have training in how to use it. 

   
 

The Assistive Technology handout can be found in storage near the assistive technology equipment. 
 

All staff also know how to request translator services or sign language interpreters for 
those customers who need this service. Language Linc provides translation services 
for the American Job Center (Phone: 402-473-2940, Toll Free: 1-888-469-6555). 
Staff can also schedule for in-person interpretation services via 
https://www.languagelinc.com/languagelinc/welcome.html. There is a phone set 
up for translations services next to computer ‘2.’ This phone and computer will be 
used to assist customers who are needed interpreter services. To utilize Language 
Linc employees will need to provide them with the name, DOB, language/dialect 
of the customer and date/time/location of the appointment. To request ASL 
interpreters staff can call 1-800-545-6144. 

 
H. Assisting priority of service participants: 

 
Upon initial greeting the Resource RoomNavigator has inquired regarding 
veteran’s status verbally and request them to complete the Military Services Form 
to fill out if it is determined that they are not already designated as a veteran in NE 
Works. Individuals answering yes to any of the criteria in section A or B on the form 
would be eligible to receive assistance from a DVOP. Those participants who are 
registered in NE Works that have already been identified as veterans do not need to fill 
outthis form. Veterans should receive priority of service in all job centers. Eligible 
spouses ofveterans should also receive priority of service. Please see the Veterans and 



18  

Eligible Spouse Priority of Service and the Veteran Referral Process policies for more 
information. 

 
Basic Career services are subject to veteran’s priority. Veterans and eligible 
spouses continue to receive priority of service. Priority of Service applies to 
Individualized and Training Services if the individual is deemed in need. It is not 
necessary to determine that an adult is eligible in accordance with the priority of 
service until it is determined that the individual needs individualized career or 
training services. However, this can occur during Intake. Priority of Service is 
established at the time of eligibility determination and does not change during the 
period of participation. When priority of service is being established/ utilized, 
priority must be provided in the following order: 

 
First, to veterans and eligible spouses who are also funded in the groups 
given statutory priority for the WIOA Adult formula funds. This means 
that veterans and eligible spouses who are also recipients of public 
assistance, other low-income individuals, or individuals who are basic 
skills deficient would receive priority for services funded with the WIOA 
Adult formula funds. 

 
Second, to non-covered persons (that is, individuals who are not veterans 
or eligible spouses) who are included low income, basic skills deficient, 
homeless, individual with a disability, and public assistance recipients. 

 
Third, to veterans and eligible spouses who are not included in the 
WIOA’s priority groups. 

 
Fourth, to non-covered persons outside the groups given priority under 
the WIOA. 

 
I. How to connect to partners and WIOA co-enrollments: 

 
Resource Room Navigators will work with customers to gain an understanding of 
what types of partners could benefit the customer as long as they are willing and 
wanting to participate with our partners. For co-enrollments Resource Room 
Navigators will ensure to send referrals to partners, ask for the customer to sign a 
release of information. This would allow for the partners to share brief 
information regarding the customer and encourage co-enrollments. 

 
Policy encourages co-enrollments and coordination of resources to the 
maximum extent possible. WIOA requires that training funds be coordinated 
with other grantsources for training such as the Federal Pell Grant Program. 
Program providers/operators must consider the availability of other sources of 
training grants such as Temporary Assistance for Needy Families (TANF), 
state-funded training funds, Federal Pell Grants so that WIOA funds 
supplement other sourcesof training grants. Program operators and training 
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providers must coordinateavailable funds to pay for training and prevent 
duplication of payments. See GreaterLincoln’s Coordination of Services and 
Supportive Services policy. The exact mix of funds should be determined 
based on the availability of funding for either trainingcosts or supportive 
services, with the goal of ensuring that the costs of the trainingprogram the 
participant selects are fully paid and that necessary supportiveservices are 
available so that the training can be completed successfully. This 
determination should focus on the needs of the participant and satisfy the 
followingthree conditions: 

 
1. WIOA funds for training services are limited to instances when there 

is inadequate or no grant assistance from other sources. 
 

2. Duplicate payments of costs when an individual is eligible for both 
WIOA and other assistance including Pell Grants must be avoided; and 

 
 

3. Participation in a training program funded under WIOA may not be 
conditioned on applying for or using a loan to help finance training 
costs. 

 
J. Assisting Job seekers: 

 
1. Non-program participants are participants who enter the job center strictly to use 

the self-service options available in the center. Activities assigned to these 
participants are all self-service activities and do not result in an active WIOA 
application. 

 
2. Participants should be directed to the appropriate program representative. 

 
3. Title III staff (Wagner Peyser) and Title I staff (Adult, DW, and Youth services) 

should be appropriately trained in entering activities that are required when they 
provide any assistance to an individual. Staff should be trained in the use of Labor 
Market Information that is provided in NE Works to assist participants with career 
path choices. Staff should be aware of how to refer a customer to a job posting as 
well as how to result the outcome of that referral if information is obtained. Case 
noting should also be used to give an account of interactions between staff and 
customers. 

 
4. Staff from all partner programs in the center should be cross trained regarding the 

specifics of each partner program to make meaningful referrals for participants 
and to avoid duplication of services. 

 
I. Case Management: 

 
To perform case management, the Title 1 WIOA or AJC Partner program assesses, plans, 
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implements, tracks, and provides follow-up on the services required to meet the 
customer’s employment needs. Documentation of all activity must be recorded via case 
note using NEWorks. All cases are expected to be updated a minimum of monthly 
withreviews of the IEP/ISS to identify progress in achieving the goals outlined and 
provide at least 12 months of follow up services to each enrolled participant. 

 
K. Training: 

 
Training services offered by the AJC network provide tools and resources to assist 
participants with meeting the skill and experience needs of the region’s growing 
businesses. Under WIOA, training services may be provided if, after conducting an 
assessment and career planning, AJC staff determine that 
the customer is eligible. 

 
1. Individual Training Accounts (ITAs) - Participants may access training 

services through training providers who have met eligibility requirements set 
by the State to be listed on the Eligible Training Provider List. The goal of 
participant training is training completion, credential attainment, and 
placement and retention in the career within the chosen industry. ETPL 
programs are listed at: https://neworks.nebraska.gov/ (Job Seeker>Training 
Services > ETPL- Approved Programs. 

 
2. On the Job Training (OJT) - When an employer identifies the need to fill a 

vacant position, he often has a choice of hiring a skilled worker or a worker 
who needs to have additional training. If the employer is willing to hire an 
individual who has no prior experience in the vacant position, an on-the-job 
training contract may be developed with the Local Workforce Development 
Area. Under this agreement, the local program usually pays 50% of the 
trainee’s wages; however, with approval it can be up to 75% of the trainee's 
wages during the specified training period. The employer must agree to hire 
the trainee if he successfully completes the training. 

 
3. Incumbent Worker Training (IWT) - The Incumbent Worker Training 

Program(IWT) is a competitive grant that provides funding to help eligible Nebraska 
businesses effectively train and retain employees by providing skills upgrades and 
process improvement training for existing, full-time employees. To qualify, 
businesses must meet the following criteria: 

 
• Grantee must be a classified as a Nebraska for-profit business (or not- 

for-profit business in health care) 
• Businesses in operation at least one year 
• Businesses which employ at least five full-time employees 
• Businesses current on all local, state, and federal tax obligations 
• Businesses not currently or recently experiencing, nor expecting to 

experience, a bankruptcy – all businesses must be a financially viable 
• Businesses must not appear on any federal suspensions or debarment 
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list 
 

4. Supportive Services - Supportive services are services that are necessary to enable 
an individual to participate in AJC activities. Examples of supportive services include 

but  
are not limitedto: 

 
1. Transportation 
2. Textbooks 
3. Licensing/Certification fees 
4. Career uniforms 
5. Tools and equipment 
6. Child Care 

 
Supportive services are provided to adult and dislocated worker customers in 
accordancewith eligibility, WIOA law and Final Regulations. Access to supportive 
services is contingent upon: 

 
a) Available funding 
b) Determination of need through an individual assessment and as 

documented in an IEP 
c) Service is necessary for participation in Title I activities 
d) Customer is actively participating in approved training, job search, or 

employment retention activities and have not yet exited 
e) Customer is unable to obtain such supportive services through other 

programs providing similar services. 
 

L. Job Placement: 
 

Job placement services include referral to employers, customized recruitments, job 
fairs, sharing job leads, setting up interviews for customers, coordinating with business 
servicesteams to fill openings, and other activities connecting customers to 
employment opportunities. Job placement efforts should focus on the locally approved 
target wage and/or jobs with meaningful career and wage growth opportunities. 
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Business Services Function: 
 

The Business Services Function is provided by the One-Stop Operator, Business Services 
Representatives from partners and the Title 1 WIOA Business Services Representative. Business 
services teams are responsible for building positive relationships with employers, identifying 
opportunities to address the human resourceneeds of employers, and designing services and 
products to assist employers in meeting theirneeds. This function is the bridge between business 
and job candidates by coordinating with all AJC staff members to actively recruit and refer 
qualified job candidates based on the needsof business. Team representatives must be 
knowledgeable of the eligibility and performance requirements of the AJC network. Business 
Services functions may include, but are not limitedto: 

 
• Schedule employers for on-site recruitment at the AJC or employer worksite 
• Business outreach and development 
• Standard and customized recruitment and referrals for job vacancies primarily for 

targeted business and industry 
• Job candidate qualification review 
• Provision of economic, business and workforce trends 
• On-the-job training contracting, and work experience 
• Referral to community services 
• Funding source-focused (Reemployment Services and Eligibility Assessment, Vets, etc.) job 

development for specific job seekers which may remain with the individual partner 
agencies. 

 

Services available to businesses through the American Job Center Network 
 

Hiring Events Internships On-the-Job Training Work Experience 
Retention Tools Access to 

candidate pool 
Labor Market 
Information 

Assistance with 
hiring initiatives 

Job postings Apprenticeships Disabled Access Tax 
Incentives 

Federal Bonding 
Program 

Work 
Opportunity 
Tax Credit 

Support services 
for current 
employees 

EEO Information Job Market Trends 

Labor Relations Candidate Vetting Education and 
Training 

Human Resources 
Information 
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WIOA Services: 
 

To accomplish increasing access of services in the workforce system, service integration with 
system partners and understanding where and how customers access services is critical to 
success. The AJC network in integrated through the partnership of the Local Workforce 
Development Board (LWDB), core WIOA partners, AJC operators, and other required core 
programs to work together to leverage resources and provide participant-centered services. 

 
The AJC core programs are: 

 
• WIOA Title I (Adult, Dislocated Worker and Youth formula funds) 
• Adult Education and Literacy Act programs 
• Wagner-Peyser Act employment services 
• Vocational Rehabilitation programs 

 
AJC staff and partners should place emphasis on assessment, career coaching and skilldevelopment 
rather than self-directed activities. 

 
The AJC should offer services that meet the unique needs of its local community. The threelevels 
of career services are: 

 
• Basic career services 
• Individualized career services 
• Follow-up services 

 
1. Basic Career Services-Welcome Function: 

 
*TEGL 16-16 outlines all basic career services offered through the American Job Center 
network. Staff members who are assigned to the Welcome Function provide basic career services: 
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2. Individualized Career Services- Skills/Career Development Function: 
 

Staffwho are assigned to the Skills/Career Development Function provide individualizedcareer services. 
All eligible customers must be enrolled in individualized career services if AJC staff determine that this 
level of services is necessaryfor the customer to gain meaningful employment. Individualized career 
services must be designed by the AJC to meet the unique needs of the customer and their region. 

 
These services include: 

 
 Comprehensive and specialized assessments of the skill levels and supportive services needs of 

eligible adults and dislocated workers. 
 

These assessments may include: 
 

• Use of assessment tools 
• In-depth interviewing and evaluation to identify barriers and appropriate employment 

goals 
• Development of an individual employment plan (IEP) to identify the employment goals, 

objectives, and combination of services for the customer to achieve their employmentgoals 
• Group and/or individual career counseling and mentoring 
• Career planning (case management) 
• Short-term pre-vocational services to develop learning skills, communication skills, 

interviewing skills, time management skills, personal maintenance skills, and 
professional conduct 

• Internships and work experiences that are linked to careers 
• Workforce preparation activities that assist an individual in acquiring acombination of 

basic academic, critical thinking, digital literacy, and self- management skills 
• Financial literacy services 
• Job search assistance 
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3. Follow-up Services 
 

Follow-up services must be provided for customers who are placed in employment for up to12 months 
after the first day of employment. These services may include but are not limited to career counseling, 
mentoring, or emergency support to sustain long-term employment. 
Follow-up services do not extend the date of exit in performance reporting. 

 
Staff members must ensure that customers do not exceed 90 days of no service. NEworks will exit 
customers who exceed 90 days of no service from all DOL programs tracked. 

 
Staff must manually create closure forms in NEWorks for enrolled participants before the system 
automatically creates the closure form creating a soft exit. NDOL will periodically monitor closure 
form data entry to determine compliance. 
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The Roles of the Partners and Programs: 
 

All staff working in a One-Stop center should be aware of the services that their co- located and non-co- 
located partners provide, and what process is used to refer participants to theseservices. Training on the 
services that can be provided by partners results in less duplicationof services, encourages co-enrollment, 
and results in better outcomes for participants who are able to obtain the resources that they need to be 
successful. 

 
A. One Stop Operator: 

 
Local Provider: Dynamic Workforce Solutions 
Website: www.ajc.lincoln.ne.gov 
Contact: Ronesha Love, One Stop Operator 
Phone Number: 402-441-7041 

 
The basic role of a one-stop operator is to coordinate the service delivery of participating one- 
stop partners and service providers in an AmericanJob Center. A One-Stop Operator must 
coordinate service delivery of the required One-Stop American Job Center partners and service 
providers. 

 
• Oversee management of One-Stop Centers and service delivery 
• Evaluate performance (as indicated in the Incentives and Sanctions Policy) and implement 

required actions to meet performance standards – This does not includeperformance 
negotiations 

• Evaluate various customer experiences (including but not limited toemployers, jobseekers, and 
partner staff) 

• Ensure coordination of partner programs 
• Act as liaison with the LWDB and One-Stop Center 
• Define and provide means to meet common operational needs (e.g., training,technical assistance, 

additional resources, etc.) 
• Oversee full implementation and usage of all State systems by all local areas 
• Design the integration of systems and coordination of services for the site andpartners 
• Manage fiscal responsibility for the system or site 
• Plan and report responsibilities 
• Market One-Stop Career Center services 
• Facilitate the sharing and maintenance of data, primarily the site, with emphasion the state system 
• Integration of available services and coordination of programs for the site with allpartners 

 
B. WIOA Adult, Dislocated Worker and Youth (Title 1): 

 
Local Provider: Dynamic Workforce Solutions 
Website: www.ajc.ne.lincoln.gov 
Contact: Amber Knapp, Project Director 
Phone Number: 402-441-7975 
Co-located in the AJC: Yes; appointments made via contact with Career Planners 

 
WIOA Adult: 

 
The Adult program serves individuals and helps employers meet their workforce needs. It 
enables workers to obtain good jobs by providing them with job search assistance and training 
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opportunities. WIOA establishes a priority requirement with respect to funds allocated to a 
local area for adult employment and training activities. Adult programs provide career and 
training services through the American Job Center to help job seekers who are at least 18 years 
old succeed in the labor market. 

 
Eligibility Criteria: 

 
• U.S Citizen or right work in U.S. 
• 18 years of age or older 
• Low Income 
• Basic Skills Deficient 
• Males must be registered for Selective Service 

 
Service Delivery Method: Resource Room Navigators will assist the customer in the following 
ways: 
 Offer the customer basic career services that are appropriate, based on the customer’s 

needs and barriers. 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching. 
 Assist the customer to complete AJC website Program Matcher at 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to WIOA Title 1 programs, assist the customer with completion of the 

NEworks Eligibility Explorer (pre-application) to start the process of eligibility 
determination. 

 Assist the customer with scheduling an appointment with a Career Planner, by 
telephoning or instant messaging a Career Planner directly during the initial visit to the 
AJC. 

 If a Career Planner is not available to meet with the customer, a Resource Room 
Navigator will leave a voicemail and send an email to the Career Planner that a referral 
is forthcoming through the Partner Referral Portal from the AJC website at 
https://ajc.lincoln.ne.gov/career-planners/referrals/, this will send an email to the 
partner program directly to follow-up within two (2) business days. 

 
WIOA Dislocated Worker: 

 
Dislocated Worker Program is designed to help workers get back to work as quickly as possible 
by providing individualized career services for individuals re-entering the workforce after a 
layoff or other displacement. 

 
Eligibility Criteria: 

 
• Low Income 
• Basic Skills Deficient 
• Has been laid off and has a notice of lay off from employment AND is eligible or 

exhausted UI benefits. 
• Place of employment is shutting down 
• Was self-employed but now unemployed as a result of general economic condition. 
• Displaced Homemaker 
• Spouse of a member of the armed forces who: lost employment due to a relocation; 

Or, income was significantly reduced due to deployment, a call or order to active 
duty, permanent change of station, or service-connected death or disability. 
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Service Delivery Method: Resource Room Navigators will assist the customer in the following 
ways: 
 Offer the customer basic career services that are appropriate, based on the customer’s 

needs and barriers. 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching. 
 Assist the customer to complete AJC website Program Matcher at 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to WIOA Title 1 programs, assist the customer with completion of the 

NEworks Eligibility Explorer (pre-application) to start the process of eligibility 
determination. 

 Assist the customer with scheduling an appointment with a Career Planner, by 
telephoning or instant messaging a Career Planner directly during the initial visit to the 
AJC. 

 If a Career Planner is not available to meet with the customer, a Resource Room 
Navigator will leave a voicemail and send an email to the Career Planner that a referral 
is forthcoming through the Partner Referral Portal from the AJC website at 
https://ajc.lincoln.ne.gov/career-planners/referrals/, this will send an email to the 
partner program directly to follow-up within two (2) business days. 

 
WIOA Youth: 

 
Youth Employment Support Services (YESS) is a program for youth and young adults, between 
the ages of 14-24 and is designed to begin with career exploration, guidance, and counseling, 
with continued support for educational attainment, opportunities for skills training in-demand 
industries and occupations, culminating with a career pathway leading to employment and/or 
post-secondary education. 

 
Eligibility Criteria: 

 
• U.S citizen or authorized to work 
• Between the ages of 14-21 if enrolled in school, and low-income 
• Between the ages of 16-24 if out of school 
• If a high school graduate, must be low-income and basic skills deficient or English 

language learner or experience one of the below listed barriers, and no income is 
required for eligibility: 

 
o School dropout 
o Homelessness 
o Placed in Foster Care or aged out of Foster Care 
o Documented Disability 
o Pregnant of parenting 
o Justice Involved 

WIOA requires that youth customers are offered the 15 elements of service through direct 
services from the contracted career service provider or through partnership or collaboration 
with community-based programs. 

 
Local Service Providers Program element Method of 

Collaboration 
Name: American Job Center • Tutoring, study skills RFP-City of Lincoln 
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Local Service Providers Program element Method of 
Collaboration 

Lancaster and Saunders Counties 
(contracted with Dynamic 
Workforce Solutions, Inc 
Services Address: 1111 O Street, 
Lincoln NE 68508 
Phone: 402-441-1640 
Ext 107 
Email: aknapp@lincoln.ne.gov 

• Paid/unpaid work experiences, 
• Education offered concurrently 

with workforce preparation 
• Leadership development 

opportunities, 
• Support services, 
• Financial literacy, 
• Entrepreneurship training 
• Labor market info, 
• Activities that help youth 

prepare for and transition to 
postsecondary education and 
training 

• Follow up services. 

Subrecipient 
agreement 

Name: Southeast 
Community College- 
Including Title II 
Services 
Address: 8800 O 

Street, Lincoln, NE 
68520 
Phone: 402-471-3333 
Email: CThaut@southeast.edu 

• Tutoring, study skills 
• Alternative secondary education 

services 
• Education offered concurrently 

with workforce preparation 
• Activities that help youth 

prepare for and transition to 
postsecondary education and 
training 

MOU and 
opportunity for 
Leveraged resource 

Name: Nebraska 
Eligible Training 
Provider List (ETPL) 

• Occupational Skills Training Providers on ETPL 
are used 

Name: Community 
Action of Lancaster & 
Saunders Address: 215 
O Street, Lincoln, NE 
68508 
Phone: 402-875-9319 
Email: 
aritta@communityactionatwork.org 

• Financial Literacy 
• Support services 

MOU and 
opportunity for 
Leveraged Resource 

Name: Lincoln Public 
Schools 
Address: 5905 O Street, 
Lincoln, NE 68510 
Phone: (402)436-1000 
Email: 

• Alternative Secondary School 
services 

• Tutoring and study skills 

MOU 

Name: Immaculate Heart of Mary 
Counseling Center 
Address: 3700 Sheridan Blvd, 
Lincoln, NE 68506 
Phone: (402)489-1834 
Email: ihmcc@cssisusu.org 

• Comprehensive Guidance and 
Counseling 

Pending letter or 
Memorandum of 
agreement 

Name: Untapped 
Potential 
Address: 2297 Sheldon 

• Adult Mentoring Pending letter or 
Memorandum of 
agreement 
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Local Service Providers Program element Method of 
Collaboration 

Street, Lincoln, NE 
68503 
Phone: (402) 326-5181 
Email: Sbjr@utpotential.org 

  

 

Service Delivery Method: Resource Room Navigators will assist the customer in the following 
ways: 

 
 Offer the customer basic career services that are appropriate, based on the customer’s 

needs and barriers. 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching. 
 Assist the customer to complete AJC website Program Matcher at 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to WIOA Title 1 programs, assist the customer with completion of the 

NEworks Eligibility Explorer (pre-application) to start the process of eligibility 
determination. 

 Assist the customer with scheduling an appointment with a Career Planner, by 
telephoning or instant messaging a Career Planner directly during the initial visit to the 
AJC. 

 If a Career Planner is not available to meet with the customer, a Resource Room 
Navigator will leave a voicemail and send an email to the Career Planner that a referral 
is forthcoming through the Partner Referral Portal from the AJC website at 
https://ajc.lincoln.ne.gov/career-planners/referrals/, this will send an email to the 
partner program directly to follow-up within two (2) business days. 

 
 

C. WIOA Adult Education and Family Literacy (Title II): 
 

Local Provider: Southeast Community College/Nebraska Department of Education 
Website: https://www.southeast.edu/adulteducation/ 
Contact: Cristina Thaut, CThaut@southeast.edu, 
Phone Number: 402-437-2717 
Co-located in the AJC: No, appointment requested through AJC staff 
Eligibility Criteria: 

 
• Must be 16 years and older and 
• Have either officially withdrawn from a Nebraska school or 
• Have completed home-schooling 

 
Conduct activities designed to assist adults to become literate and obtain the knowledge and skills 
necessary to obtainemployment and economic self-sufficiency, which includes obtaining their high 
school equivalency diploma. Adult Education also assists customers who are English language 
learners to improve their reading, writing,speaking, and comprehension skills as well as math skills. 

 
Service Delivery Method: Option 2 – Resource Room Navigators will assist the customer in the 
following ways: 
 Assist the customer to complete comprehensive registration in NEworks and resume upload 

for job matching, 
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 Assist the customer to complete AJC website Program Matcher 
https://ajc.lincoln.ne.gov/program-matcher/ 

 If matched to SCC’s Adult Education and Family Literacy, the Resource Room Navigator 
will assist the customer with completion of the NEworks Eligibility Explorer (pre- 
application) to start the process of eligibility determination. 

 Invite the customer to review program information via SCC’s website at 
https://www.southeast.edu/admissions/ in the resource room. 

 Offer the customer basic career services that are appropriate, based on the customer’s needs 
and barriers. 

 Assist the customer with scheduling an appointment with SCC’s Adult Education and 
Family Literacy, by telephoning Cristina Thaut at 402-437-2717 or CThaut@southeast.edu 
during the initial visit to the AJC. 

 If unable to contact the partner program, the Resource Room Navigator will leave a 
voicemail and email to Cristina Thaut that a referral is forthcoming through the Partner 
Referral Portal on the AJC website at https://ajc.lincoln.ne.gov/referrals/. Resource Room 
Navigators will inform customer that an SCC’s Adult Education and Family Literacy staff 
will directly follow-up with them within two (2) business days. 

 
D. Wagner-Peyser (Title III): 

 
Local Provider: Nebraska Department of Labor 
Website: https://www.dol.nebraska.gov/ReemploymentServices 
Contact: Dawn Carrillo 
Phone Number: 402-471-2275 
Co-located in the AJC: Yes, appointments made via phone 

Eligibility Criteria: 
 

Businesses 
• Must be in good standing with Secretary of State 
• Must have active UI account 
• Must be willing to participate 

 
Jobseekers 

• Must be in-need of services 
• Must be willing to participate 
• Active NEWorks account 
• Staff referrals are made through: https://neworks.nebraska.gov 

 

Wagner-Peyser staff offer basic labor exchange services such as job referrals, labor market 
information, and job search assistance. Staff offer services to businesses standard and customized 
recruitment, referrals to job vacancies, job candidate qualification and provision of economic, business, 
and workforce trends 

 
The ES program provides “universal access” to job seekers seeking employment and career 
services, provides referrals to partner programs, and provides reemployment services to individuals 
receiving unemployment insurance. 

 
JOB SEEKER SERVICES 

Job Search 
Assistance 

Resume Assistance Connection to 
education 
opportunities 

Referrals to 
community partners 
for supportive 
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   services 
Employment 
services for 
justice- 
involved 
individuals 

Migrant Seasonal 
Farmworker monitor 
advocate system 

Experience/Skills 
match to open job 
positions. 

Referrals for Work 
Based Learning and 
training opportunities 

 

BUSINESS SERVICES 
Retention 
Tools 

Job Orders/Openings Layoff Assistance Job Fairs and Hiring 
Events 

Wage Data Access to job seekers Employee skill 
assessments 

Employee feedback 
strategies 

 
Service Delivery Method: Option 2 – Resource Room Navigators will assist the 
customer in the following ways: 
 Assist the customer to complete comprehensive registration in NEworks and resume upload 

for job matching, 
 Assist the customer to complete AJC website Program Matcher 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to Wagner-Peyser, the Resource Room Navigator will assist the customer with 

completion of the NEworks Eligibility Explorer (pre-application) to start the process of 
eligibility determination. 

 Invite the customer to review program information via Wagner-Peyser’s website at 
https://www.dol.nebraska.gov/ReemploymentServices in the Resource Room. 

 Offer the customer basic career services that are appropriate, based on the customer’s needs 
and barriers. 

 Assist the customer with scheduling an appointment with Wagner-Peyser, by telephoning 
Roxann Jones at 402-471-2275 or roxann.jones@nebraska.gov during the initial visit to the 
AJC. 

 If unable to contact Wagner-Peyser staff, the Resource Room Navigator will leave a 
voicemail and email to Roxann Jones that a referral is forthcoming through the Partner 
Referral Portal on the AJC website at https://ajc.lincoln.ne.gov/referrals/. Resource Room 
Navigators will inform customer that Wagner-Peyser staff will directly follow-up with them 
within two (2) business days. 

 
 

E. Vocational Rehabilitation (Title IV): 
 

Local Provider: Nebraska Vocational Rehabilitation 
Website: http://www.vr.nebraska.gov/ 
Contact: Amy Ortega 
Phone Number: 402-471-3231 
Co-located at AJC: Yes; every other Thursday from 8:00-11:00, appointments made via 
waithwhile 
Eligibility criteria: 

• Impairment: Must have a diagnosed impairment or otherwise known as a 
disability. This could be some type of physical, mental, emotional, or learning 
disability. 
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• Impediment to employment: Must be able to show that the impairment has 
caused some problems in past employment, current employment or would cause 
some problems preparing for and getting employment in the future. 

• Benefit: Must be able to show that VR services would help to obtain successful 
employment. 

• Require services: Must show that VR services are needed to reach successful 
employment. 

 
Staff provide a variety of individualized services to people with disabilities. Staff provide 
employment-focused rehabilitation services for individuals with disabilities consistent with their 
strengths, priorities, and resources. Services include counseling and guidance, training, 
maintenance and transportation, transition services from school to work, personal care 
assistance, technology services, job placement, post- employment services, supported 
employment,and independent living services for those customers with disabilities. 

 
Service Delivery Method: Option 2: Resource Room Navigators will 
assist the customer in the following ways: 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching, 
 Assist the customer to complete AJC website Program Matcher 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to Vocational Rehabilitation, the Resource Room Navigator will assist 

the customer with completion of the NEworks Eligibility Explorer (pre-application) 
to start the process of eligibility determination. 

 Invite the customer to review program information via Vocational Rehabilitation’s 
website at http://www.vr.nebraska.gov/ in the Resource Room. 

 Offer the customer basic career services that are appropriate, based on the 
customer’s needs and barriers. 

 Assist the customer with scheduling an appointment with Vocational Rehabilitation, 
by telephoning Amy Ortega at 402-471-3231 or amy.ortega@nebraska.gov during the 
initial visit to the AJC. 

 If unable to contact Amy Ortega-Bryan, the Resource Room Navigator will leave a 
voicemail and email to Amy Ortega-Bryan that a referral is forthcoming through the 
Partner Referral Portal on the AJC website at https://ajc.lincoln.ne.gov/referrals/. 
Resource Room Navigators will inform customer that Vocational Rehabilitation 
staff will directly follow-up with them within two (2) business days. 

F. Blind and Visually Impaired Services (Title IV): 
 

Local Provider: Nebraska Commission for the Blind and Visually Impaired (NCBVI) 
Website: https://ncbvi.nebraska.gov/ 
Contact: Connie Daly 
Phone Number: 402-471-2891 
Co-located at the AJC: No; contact One-Stop operator to schedule appointments 
Eligibility Criteria: 

 
• Blind or low vision abilities 

 
Service Delivery Method: Option 2 – Resource Room Navigators will assist customers in the 
following ways: 

 Assist the customer to complete comprehensive registration in NEworks and resume 
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upload for job matching, 
 Assist the customer to complete AJC website Program Matcher 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to Nebraska Commission for the Blind and Visually Impaired, the 

Resource Room Navigator will assist the customer with completion of the NEworks 
Eligibility Explorer (pre-application) to start the process of eligibility determination. 

 Invite the customer to review program information via NCBVI’s website at 
https://ncbvi.nebraska.gov/ in the Resource Room. 

 Offer the customer basic career services that are appropriate, based on the 
customer’s needs and barriers. 

 Assist the customer with scheduling an appointment with NCBVI, by telephoning 
Connie Daly at 402-471-2891 or connie.m.daly@nebraska.gov during the initial 
visit to the AJC. 

 If unable to contact Connie Daly, the Resource Room Navigator will leave a 
voicemail and email to Connie Daly that a referral is forthcoming through the 
Partner Referral Portal on the AJC website at https://ajc.lincoln.ne.gov/referrals/. 
Resource Room Navigators will inform customer that NCBVI staff will directly 
follow-up with them within two (2) business days. 

 

State vocational rehabilitation agency for blind and low vision Nebraskans. NCBVI empowers 
individuals with vision loss the tools, training, mentorship, and resources needed to succeed in 
high school college, find and maintain employment, and participate actively in their 
communities. 

 
G. Temporary Assistance for Needy Families (TANF): 

 
Local Provider: Equus Workforce Solutions/Department of Health and Human Services 
Website: http://dhhs.ne.gov/Pages/TANF.aspx 
Contact: 402-458-4929 
Referrals: Refer individuals to https://dhhs.ne.gov/pages/accessnebraska.aspx 
Eligibility Criteria: 

 
 

TANF is a workforce development and employment program. It is temporary and has a primary focus 
on gaining self-sufficiency through employment. The program helps participants reach this goal by 
providing transportation, childcare assistance, education, job training, employment activities, 
and other support services. Temporary cash assistance is also provided to families with 
dependent children when at least one parent is incapacitated, unemployed, deceased, or absent from 
the home, and the family is unable to pay for essential livingexpenses. 

 
Service Delivery Method: Option 1: Resource Room Navigators will assist the customer in the 
following ways: 
 Offer the customer basic career services that are appropriate, based on the customer’s 

needs and barriers. 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching. 
 Assist the customer to complete AJC website Program Matcher at 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to WIOA Title 1 programs, assist the customer with completion of the 

NEworks Eligibility Explorer (pre-application) to start the process of eligibility 
determination. 
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 Assist the customer with scheduling an appointment with an EQUUS staff member to 
inquire about TANF services. 

 Assist the customer with applying for services through DHHS website 
at http://dhhs.ne.gov/Pages/TANF.aspx during the initial visit to the AJC. 

 
 

H. Senior Community Service Employment Program (SCSEP): 
 

Local Provider - National Able 
Website: www.nationalable.org 
Contact: 1-855-994-8300 
Co-located in the AJC: No; on-site every other Thursday from 10:00-2:00p 
Eligibility: 

 
• 55 Years-old or older 
• Meet income requirement 

 
Service Delivery Method: Option 2 – Resource Room Navigators will assist customers in the 
following ways: 

 Assist the customer to complete comprehensive registration in NEworks and resume 
upload for job matching, 

 Assist the customer to complete AJC website Program Matcher 
https://ajc.lincoln.ne.gov/program-matcher/ 

 If matched to the Senior Community Service Employment Program, otherwise 
known as National Able, the Resource Room Navigator will assist the customer with 
completion of the NEworks Eligibility Explorer (pre-application) to start the process 
of eligibility determination. 

 Invite the customer to review program information via National Able’s website at 
https://www.nationalable.org/ in the Resource Room. 

 Offer the customer basic career services that are appropriate, based on the 
customer’s needs and barriers. 

 Assist the customer with scheduling an appointment with NCBVI, by telephoning 
Rebecca Tangeman at during the initial visit to the AJC. 

 If unable to contact, the Resource Room Navigator will leave a voicemail and email 
to Rebecca Tangeman that a referral is forthcoming through the Partner Referral 
Portal on the AJC website at https://ajc.lincoln.ne.gov/referrals/. Resource Room 
Navigators will inform customer that a National Able staff member will directly 
follow-up with them within two (2) business days. 

 
 

SCSEP is an employment training program for low-income, unemployed individuals aged 55years 
andolder. The program provides subsidized, part-time work experience for a limited time through 
community service. Participants in the program learn new skills and talents, or enhance existing 
skills, through valuable work experience and other training to become competitive in today's 
workforce. 

 
I. Community Service Block Grant Program: 

 
Local Provider: Community Action of Lancaster and Saunders Counties 
Website:   https://www.communityactionatwork.org/programs/financial-and-family-well- 
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being/free-to-save.html 
Contact: 402-875-9345 
Co-located in the AJC: No, speak with resource room navigator to schedule an 
appointment. 
Eligibility Criteria: 

 
• Household income up to 200% of the federal poverty level 

 
Service Delivery Method: Option 2 – Resource Room Navigators will 
assist customers in the following ways: 

 Assist the customer to complete comprehensive registration in NEworks and resume 
upload for job matching, 

 Assist the customer to complete AJC website Program Matcher 
https://ajc.lincoln.ne.gov/program-matcher/ 

 If matched to the Financial Literacy through Community Action of Lancaster and 
Saunders Counties, the Resource Room Navigator will assist the customer with 
completion of the NEworks Eligibility Explorer (pre-application) to start the process 
of eligibility determination. 

 Invite the customer to review program information via Community Action of 
Lancaster and Saunders counties website at 
https://www.communityactionatwork.org/ in the Resource Room. 

 Offer the customer basic career services that are appropriate, based on the 
customer’s needs and barriers. 

 Assist the customer with scheduling an appointment with Community Action of 
Lancaster and Saunders Counties, by telephoning or emailing 

Kwynn Kelly, Phone: (402) 875-9345 
Email: kkelly@communityactionatwork.org 

or 

Alfred Pettinger, Phone: (402) 875-9348 
Email: apettinger@communityactionatwork.org 

during the initial visit to the AJC. 
 If unable to contact Kwynn Kelly or Alfred Pettinger, the Resource Room Navigator 

will leave a voicemail and email to either Kwynn Kelly or Alfred Pettinger that a 
referral is forthcoming through the Partner Referral Portal on the AJC website at 
https://ajc.lincoln.ne.gov/referrals/. Resource Room Navigators will inform 
customer that either Kwynn Kelly or Alfred Pettinger will directly follow-up with 
them within two (2) business days. 

 

Applicants meeting the income requirements may be eligible fora variety of services. Thegoal of the 
program is to provide services to eligible low-income individuals and families toimprove the 
communities in which they live. Allowable services range from "safety net" emergency services 
through job development, adult education, and self-sufficiency programs. 

 
J. Job Corps: 

Local Provider: Human Learning Systems, LLC 
Website: www.jobcorps.org 
Contact: Clifton Matson 
Phone Number: 402-314-0763 
Co-located in the AJC: Yes, 
Eligibility Criteria: 
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• Need job skills training, education, counseling, and/or related assistance 
towards obtaining a career 

• Between the ages of 16-24 
• U.S Citizen, legal U.S. resident, and/or authorized to work in the U.S. 
• Income requirements 

 
Service Delivery Method: Option 2 – Resource Room Navigators will 
assist customers in the following ways: 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching, 
 Assist the customer to complete AJC website Program Matcher 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to Job Corps, the Resource Room Navigator will assist the customer with 

completion of the NEworks Eligibility Explorer (pre-application) to start the process of 
eligibility determination. 

 Invite the customer to review program information via Job Corps’ website at 
https://www.jobcorps.gov/students in the resource room. 

 Offer the customer basic career services that are appropriate, based on the customer’s 
needs and barriers. 

 Assist the customer with scheduling an appointment with Job Corps, by telephoning 
Clifton Matson at 402-314-0763 or matson.clifton@jobcorps.org during the initial visit 
to the AJC. 

 If unable to contact the partner program, the Resource Room Navigator will leave a 
voicemail and email to Clifton Matson that a referral is forthcoming through the 
Partner Referral Portal on the AJC website at https://ajc.lincoln.ne.gov/referrals/. 
Resource Room Navigators will inform customer that a Job Corps staff member will 
directly follow-up with them within two (2) business days. 

 
 

Job Corps is a no-cost education and career technical training program administered by the U.S. 
Department of Labor that helps young people ages 16 through 24 improve the quality of their lives 
through career technical and academic training. 

 
K. National Farmworker Jobs Program: 

 
Local Provider: Proteus, Inc. 
Website: www.proteusinc.net 
Contact: 1-855-458-3421 
Co-located in the AJC: No, contact One-Stop operator to schedule appointments 
Eligibility Criteria: 

 
• Must be a citizen or national of the United States, a lawfully admitted 

permanent resident alien, refugee, refugee under asylum, parolee or other 
individual legally authorized to work in the United States and; 

• Must have not violated Section 3 of the Military Selective Service Act by 
knowingly and willfully failing to register for the Selective Service registration 
and; 

• Must be able to qualify as a low-income individual or family. 
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• Must have been an eligible farmworker during any consecutive 12-month 
period within the most recent 24-month period prior to application 

 
Service Delivery Method: Option 2 - Resource Room Navigators 

will assist customers in the following ways: 
 Assist the customer to complete comprehensive registration in NEworks and 

resume upload for job matching, 
 Assist the customer to complete AJC website Program Matcher 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to Proteus, Inc., the Resource Room Navigator will assist the 

customer with completion of the NEworks Eligibility Explorer (pre- 
application) to start the process of eligibility determination. 

 Invite the customer to review program information via Proteus Inc,’s. website 
at http://www.proteusinc.net/programs/nebraska/nfjp/ in the resource room. 

 Offer the customer basic career services that are appropriate, based on the 
customer’s needs and barriers. 

 Assist the customer with scheduling an appointment with Proteus, Inc., by 
telephoning Jennifer Lewis at 855-458-3421 or jenniferl@proteusinc.net 
during the initial visit to the AJC. 

 If unable to contact the partner program, the Resource Room Navigator will 
leave a voicemail and email to Jennifer Lewis that a referral is forthcoming 
through the Partner Referral Portal on the AJC website at 
https://ajc.lincoln.ne.gov/referrals/. Resource Room Navigators will inform 
customer that a Proteus, Inc. staff member will directly follow-up with them 
within two (2) business days. 

 
 
 

Assists migrant and seasonal farmworkers who are U.S. citizens to participate 
in education beyond high school or GED to secureemployment in a more stable field of work. Services include 
farmworker housing assistance, career counseling, work experience, classroom training, on the job training, job search 
assistance, and emergency assistance to address the immediate needs of the farmworkerand his/her family. 

 
L. Indigenous Americans Programs: 

 
Local Provider: Ponca Tribe of Nebraska 
Website: www.poncatribe-ne.org 
Contact: Stephanie Prichard-Slobotski 
Phone Number: 402-438-9222 
Co-located in the AJC: No, contact One-Stop operator to schedule appointments 

Eligibility Criteria: 

• Indigenous American 
• High School Graduate or 18 years of age 
• Reside in Nebraska 
• Unemployed, underemployed, or low income 
• In need of employment and training services to obtain or retain employment 

 
Service Delivery Method: Option 2 – Resource Room Navigators will 
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assist customers in the following ways: 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching, 
 Assist the customer to complete AJC website Program Matcher 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to Ponca Tribe of Nebraska, the Resource Room Navigator will assist the 

customer with completion of the NEworks Eligibility Explorer (pre-application) to start 
the process of eligibility determination. 

 Invite the customer to review program information via Ponca Tribe of Nebraska’s 
website at www.poncatribe-ne.org in the resource room. 

 Offer the customer basic career services that are appropriate, based on the customer’s 
needs and barriers. 

 Assist the customer with scheduling an appointment with the Ponca Tribe of Nebraska, 
by telephoning Tierra Hernandez at 402-438-9222 
or thernandez@poncatribe-ne.org during the initial visit to the AJC. 

 If unable to contact the partner program, the Resource Room Navigator will leave a 
voicemail and email to Tierra Hernandez that a referral is forthcoming through the 
Partner Referral Portal on the AJC website at https://ajc.lincoln.ne.gov/referrals/. 
Resource Room Navigators will inform customer that a Ponca Tribe of Nebraska staff 
member will directly follow-up with them within two (2) business days. 

 
This program helps qualifying American Indians, Alaska Natives and Native Hawaiians 
(AI/AN/NH) obtain employment in occupations that provide a wage that leads to self- 
sufficiency and eventually into the middle class. These programs include more fully developing 
academic, occupational, and literacy skills, making individuals more competitive in the 
workforce to equip them with entrepreneurial skills necessary for successful self- employment, 
and promoting economic and social development in accordance with the goals and values of the 
community. 

 
M. Trade Adjustment Assistance (TAA): 

 
Local Provider: Nebraska Department of Labor 
Website: 
https://dol.nebraska.gov/EmploymentAndTraining/LayoffServices/TradeAdjustmentAssistance 
Contact: Dawn Carrillo 
Phone Number: 402-223-6083 
Co-located in the AJC: Yes, appointments made via phone 
Eligibility Criteria: 

 
• Workers whose employment is adversely affected by increased 

imports/positions moving overseas. 
 

Service Delivery Method: Option 2 – Resource Room Navigators will assist the 
customer in the following ways: 
 Assist the customer to complete comprehensive registration in NEworks and resume upload 

for job matching, 
 Assist the customer to complete AJC website Program Matcher 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to Trade Adjustment Assistance, the Resource Room Navigator will assist the 

customer with completion of the NEworks Eligibility Explorer (pre-application) to start the 
process of eligibility determination. 

 Invite the customer to review program information via the Trade Adjustment Assistance 
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Website at 
https://dol.nebraska.gov/EmploymentAndTraining/LayoffServices/TradeAdjustmentAssistan 
ce in the Resource Room. 

 Offer the customer basic career services that are appropriate, based on the customer’s needs 
and barriers. 

 Assist the customer with scheduling an appointment with TAA, by telephoning Dawn 
Carrillo at 402-471-2275 or dawn.carrillo@nebraska.gov during the initial visit to the AJC. 

 If unable to contact TAA staff, the Resource Room Navigator will leave a voicemail and 
email to Dawn Carrillo that a referral is forthcoming through the Partner Referral Portal on 
the AJC website at https://ajc.lincoln.ne.gov/referrals/. Resource Room Navigators will 
inform customer that TAA staff member will directly follow-up with them within two (2) 
business days. 

 
 

This program provides support to laid-off workers and downsizing businesses impacted by jobs 
leaving the USA or foreign products or servicesmaking it hard to compete. Services include re- 
employment services, job search allowances, relocation allowances, funded training, weekly trade 
readjustment allowances for eligible workers who have exhausted their Unemployment Compensation 
benefits andare in training, Alternative Trade Adjustment Assistance/Re-employed Trade 
AdjustmentAssistance, and On-the- job training 

 
N. Unemployment Insurance: 

 
Local Provider: Nebraska Department of Labor 
Website: https://neworks.nebraska.gov/vosnet/Default.aspx 
Contact: Richard Prince 
Phone Number: 885-995-8863 
Co-located in the AJC: Yes, Suite 222, SCC Building 
Eligibility Requirements: 

 
• Receiving regular unemployment compensation. 
• Claimant lives in Nebraska. 

 
Unemployment Insurance (UI) is a social insurance program paid by Nebraska employers for 
workers who have lost their job through no faultof their own. The benefits include a maximum of 
$275 per week for 26 weeks if eligible.Unemployment staff are in the American Job Centers and 
can request referral toNDOL staff in the AJC provide meaningful assistance to participants if needed. 

 
Service Delivery Method: Options 1 and 2 – Resource Room Navigators will assist the customer 
in the following ways: 
 Offer the customer basic career services that are appropriate, based on the customer’s 

needs and barriers. 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching. 
 Assist the customer to complete AJC website Program Matcher at 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to WIOA Title 1 programs, assist the customer with completion of the 

NEworks Eligibility Explorer (pre-application) to start the process of eligibility 
determination. 

 Assist customer with either their initial or weekly unemployment claim through the 
customer’s personal account through NEworks. 
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 Assist the customer with a warm hand-off to the on-site UI staff member located in the 
AJC. 

 If on-site UI staff member is not available to meet with the customer, a Resource Room 
Navigator will direct the customer to utilize the UI telephone located in the AJC. This 
telephone, once the receiver is lifted, automatically dials a UI Claims Specialist in a 
matter of minutes to assist the customer. There is also a computer available for use at 
this designated area. Resource Room Navigators can assist the customer with logging 
into their personal profile on NEworks. 

 
 

O. SNAP Employment & Training: 
 

Local Provider: Nebraska Department of Health and Human Services 
Website: https://dhhs.ne.gov/Pages/SNAP.aspx 
Contact: TBD 
Phone Number: 402-471-3121 
Co-located in the AJC: No; contact resource room navigator for assistance 

 
Staff in this program help participants obtain job readiness skills. Eligible participants are 
provided with job development services that mayinclude job search assistance, training or additional 
education and placement services. Funds may also be provided for transportation and associated 
resources like books, tools,and supplies. The primary goal of the SNAP Employment and Training 
Program is to assist individuals in reaching their employment potential and becoming totally 
independent of public assistance. 

 
Service Delivery Method: Option 2 – Resource Room Navigators will assist the customer in 
the following ways: 
 Offer the customer basic career services that are appropriate, based on the customer’s 

needs and barriers. 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching. 
 Assist the customer to complete AJC website Program Matcher at 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to WIOA Title 1 programs, assist the customer with completion of the 

NEworks Eligibility Explorer (pre-application) to start the process of eligibility 
determination. 

 Assist the customer with applying for services through DHHS website 
at https://dhhs.ne.gov/Pages/SNAP.aspx during the initial visit to the AJC. 

 

P. Career and Technical Education (Perkins Act): 
 

Local Provider – Southeast Community College 
Website: https://www.southeast.edu/ or https://www.education.ne.gov/nce/ 
Contact: Amy Chesley 
Phone Number:402-471-2711 
Co-located in the AJC: No, contact One-Stop operator to schedule an appointment 
Eligibility Criteria: 

 
• Must be a Nebraska resident. 
• Have an exceptional financial need as measured by the lowest expected family 

contribution. 
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This program is a principal sourceof federal funding to states and discretionary grantees for the 
improvement of secondaryand postsecondary career and technical education programs across the 
nation. The purpose of the Act is to develop more fully the academic, career, and technical skills of 
secondary and postsecondary students who elect toenroll in career and technical education programs. 

 
Service Delivery Method: Option 2 – Resource Room Navigators will assist customers in 
the following ways: 
 Assist the customer to complete comprehensive registration in NEworks and resume 

upload for job matching, 
 Assist the customer to complete AJC website Program Matcher 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to SCC’s Career and Technical Educational Programs, the Resource 

Room Navigator will assist the customer with completion of the NEworks Eligibility 
Explorer (pre-application) to start the process of eligibility determination. 

 Invite the customer to review program information via SCC’s website at 
https://www.southeast.edu/admissions/ in the resource room. 

 Offer the customer basic career services that are appropriate, based on the 
customer’s needs and barriers. 

 Assist the customer with scheduling an appointment with SCC’s Career and 
Technical Educational Program, by telephoning Amy Chesley at 402-471-2711 or 
achesley@southeast.edu during the initial visit to the AJC. 

 If unable to contact the partner program, the Resource Room Navigator will leave a 
voicemail and email to Amy Chesley that a referral is forthcoming through the 
Partner Referral Portal on the AJC website at https://ajc.lincoln.ne.gov/referrals/. 
Resource Room Navigators will inform customer that an SCC’s Career and 
Technical Educational Programs staff will directly follow-up with them within two 
(2) business days. 

 
 
 
 
 

Q. HUD Employment and Training Programs: 
 

Local Provider: Lincoln Housing Authority Family Self-Sufficiency Program (FSS) 
Website: www.l-housing.com/ or info@l-housing.com 
Contact: Amy Wagner or Courtney Gadeken 
Phone Number:402-434-5500 
Co-located in the AJC: No; contact One-Stop operator to schedule an appointment 
Eligibility Criteria: 

 
• Must be a tenant in the LHA HCV (Section 8 voucher) program. 

 
Service Delivery Method: Option 2 – Resource Room Navigators will assist the 
customer in the following ways: 
 Assist the customer to complete comprehensive registration in NEworks and resume upload 

for job matching, 
 Assist the customer to complete AJC website Program Matcher 

https://ajc.lincoln.ne.gov/program-matcher/ 
 If matched to Lincoln Housing Authority Programs, the Resource Room Navigator will 
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assist the customer with completion of the NEworks Eligibility Explorer (pre-application) to 
start the process of eligibility determination. 

 Invite the customer to review program information via LHA’s website at https://www.l- 
housing.com in the Resource Room. 

 Offer the customer basic career services that are appropriate, based on the customer’s needs 
and barriers. 

 Assist the customer with scheduling an appointment with Lincoln Housing Authority, by 
telephoning or emailing 

• Amy Wagner – 402-434-5527, awagner@l-housing.com 
• Courtney Gadeken – 402-434-5529, courtney@l-housing.com 

during the initial visit to the AJC. 
 If unable to contact LHA staff, the Resource Room Navigator will leave a voicemail and 

email to either Amy Wagner or Courtney Gadeken that a referral is forthcoming through the 
Partner Referral Portal on the AJC website at https://ajc.lincoln.ne.gov/referrals/. Resource 
Room Navigators will inform customer that a LHA staff member will directly follow-up 
with them within two (2) business days. 

 
Provides employment opportunities, training, and supportive services to assist low-income persons 
in becoming self- sufficientthrough multiple programs. 

 
 

R. Community Partnerships/Resources: 
 

The American Job Center of Lancaster and Saunders Counties strategically partners with a 
variety of community-based organizations, non-profits, and educational institutions to 
effectively serve local job seekers and businesses. Partner organizations of the American Job 
Center frequently assist job seekers in finding gainful employment by providing needed 
services to remove various barriers to successful employment. The following list is not meant 
to be exhaustive; however, partner organizations of the American Job Center often work to 
assist: 

 
• Individuals who are/were incarcerated 
• Individuals who are English language learners 
• Individuals with health and/or mental health concerns 
• Individuals experiencing homelessness 
• Individuals who lack adequate transportation 
• Individuals with limited computer/technology proficiency 
• Individuals with disabilities 
• Immigrant/Refugee/New Americans 
• Individuals wanting to increase training and/or education 
• Businesses seeking qualified candidates 
• Businesses needing retention tools 
• Businesses interested in hosting Work Based Learning/Internship/Work 

Experience/On-the-Job Training 
• Businesses interested in recruiting diverse candidates 
• Businesses with specific hiring initiatives, such as hiring Veterans 

 
The American Job Center has also identified resources that will provide Option 3 - direct 
linkages to job seekers for various services and community resources to reduce and 
eliminate barriers to secure employment and advance in education during their visit to the 
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center. A few key resources are identified below: 
 

• Lincoln Literacy Council https://www.lincolnliteracy.org/ - staff member 
from Lincoln Literacy Council is on-site at the Greater Lincoln American 
Job Center once a month. 

• Center for People in Need Community Resource Book 
https://www.cfpin.org/sites/default/files/20210300%20ResourceBook.pdf 

• MyLnk https://mylnk.app 
• Asian Cultural Center – Option 3 - Direct-Linkage: Resource Room Navigators will 

explain the Asian Cultural Center’s program benefits by utilizing the website at 
https://www.lincolnasiancenter.org/ and assist job seekers in applying for services by 
directly contacting the Asian Cultural Center at 402-477-3446 during their visit to the 
center. 

• South of Downtown Community Development Agency 
https://lincolnsouthdowntown.org/ 

• Goodwill Industries Serving Southeast Nebraska – Option 3 - Direct-Linkage; 
Resource Room Navigators will explain Goodwill’s program benefits by utilizing the 
website at https://lincolngoodwill.org/ and assist job seekers in applying for services 
by directly emailing aubry@lincolngoodwill.org with the job seekers name, telephone 
number, and email address during their visit to the center. 

Locating Other American Job Centers in Nebraska: 

Adams County 
Hastings Career Center 
2727 W. 2nd Street 
Hastings, NE 68901 
Phone: (402) 462-1867 
Days/Hours of operation: 8am - 5pm CST. (Monday – Friday) 

 
Buffalo County 
Kearney Career Center315 60th Street 
Kearney, NE 68847 
Phone: (308)455-3007 
Days/Hours of operation: Weekdays 9:00 am to 5:00 pm 

 
Cheyenne County 
Sidney Career Center 
371 South College Drive, Room 148 
Sidney, NE 69162 
Phone: (308)254-4429 
Days/Hours of operation: 8am - 5pm MST. (Monday - Friday) 

Dawson County 
Lexington Career Center 
1501 Plum Creek Parkway, Ste. 3 
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Lexington, NE 68850 
Phone: (308)324-2064 

Dodge County 
Fremont Career Center 
827 N "D" Street 
Fremont, NE 68025 
Phone: (402)934-2392 
Days/Hours of operation: Monday & Thursday 9 a.m. to 4 p.m. 

Douglas County 
American Job Center - Omaha 
5752 Ames Avenue 
Omaha, NE 68104 
Phone: (402)444-4700 
Days/Hours of operation: 8am - 5pm CST. (Monday - Friday) 

Gage County 
American Job Center - Beatrice 
2317 N 6th Street, Suite #3 
Beatrice, NE 68310 
Phone: (402)223-6060Days/Hours of operation: 8am - 5pm CST. (Monday - Friday) 

Hall County 
American Job Center-Grand Island203 
E. Stollery Park Road, Suite A Grand 
Island, NE 68801 
Phone: (308)385-6300 
Days/Hours of operation: 8am - 5pm CST. (Monday - Friday) 

 
Lincoln County 
North Platte Career Center 
600 E. Francis St, Ste. #9 
North Platte, NE 69101 
Phone: (308)535-8320 
Days/Hours of operation: 8am - 5pm CST. (Monday - Friday) 

 
Madison County 
Norfolk Career Center 
105 E. Norfolk Avenue Ste 120 
Norfolk, NE 68701 
Phone: (402)370-3430 
Days/Hours of operation: 8am - 5pm CST. (Monday - Friday) 

 
Otoe County 
Nebraska City Career Center 917 
Wildwood Lane, Room 104 
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Nebraska City, NE 68410 Phone: 
(402)873-3384 
Days/Hours of operation: Tuesdays/Wednesday 8am - 12pm, closed from 12pm - 1pm, re-opened 1pm - 
5pm, Thursday 8am - 5pm 

 
Platte County 
Columbus Career Center 
3100 23rd Street, Ste 22 
Columbus, NE 68601 
Phone: (402)564-7160 
Days/Hours of operation: 8am - 5pm CST. (Monday - Friday) 

 
Scotts Bluff County 
Scottsbluff Career Center 
505A Broadway, Ste 300 
Scottsbluff, NE 69361 
Phone: (308)632-1420 Ext: 
Days/Hours of operation: 8am - 5pm MST. (Monday - Friday) 
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In accordance with WIOA, the contract between Greater Lincoln WDB and Dynamic Workforce 
Solutions, Inc. (DWFS) requires that all partners understand and follow the policy and procedures 
to protect job seeker PII (Sensitive Information). Safeguards are in place to assure sensitive 
information remains confidential under the rules and regulations of HIPPA, PHI, and PII. Herein, 
Sensitive Information includes information that is protected by rules and regulations under PII, 
PHI, and HIPPA. While the “actions” described below are not sequential steps, nor exhaustive, it 
does provide guidance when dealing with sensitive information at the American Job Center of 
Lancaster and Saunders Counties. 

Purpose: The purpose of this procedure is to provide partners with Training and Employment 
Guidance Letter (TEGL) 39-11: Guidance on the Handling and Protection of Personally 
Identifiable Information (PII). Personally Identifiable Information (PII) is any data that could 
potentially identify a specific individual. Any information that can be used to distinguish one person 
from another and can be used for de-anonymizing anonymous data can be considered PII.  

Procedures: 
Steps Description of Action to Be Taken: 
Step 1: Staff will ensure customers appropriately log-out of NEWorks following each 

use to protect sensitive information entered in NEWorks.  
Step 2: Any verbal exchanges that include sensitive information (i.e. NEWorks 

passwords, full social security numbers, etc.) will be done privately. 
Step 3: Staff computers will be locked when not attended to by a staff member. 
Step 4: Staff will not release any customer information unless an appropriate Release 

of Information (ROI) is signed. 
Step 5: Any electronic transmission of sensitive information will be encrypted, ensuring 

appropriate releases are signed if applicable. 
Step 6: Physical documents that include sensitive information will be stored safely in 

locked cabinets/files. 
Step 7: Physical documents containing sensitive information will be promptly stored 

when not being used by a staff member. i.e. physical documentation 
containing sensitive information will never be left unattended. 

OPERATING PROCEDURE:  Personal Identifiable Information (PII)/ 

Customer Confidentiality 

Effective Date:  03/20/2019 Revision Date 09/28/2021 

One Stop Operator: Ronesha Love Project 
Director: 

Amber Knapp Page: 1 of 2 
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Step 8: Sensitive information will be properly destroyed (shredded) or permanently 
deleted.  

Step 9: If a breach of PII, HIPPA, and/or PHI occurs, the partner shall immediately: 
 Follow their internal process for notification

Contact the One-Stop Operator if it occurred at the American Job Center

Forms and Supporting Document 
TEGL 39-11- Guidance on the Handling and Protection of Personally Identifiable Information 
(PII). 

Greater Lincoln Workforce Development Board policy – Personally Identifiable Information 

Revision History: 

Revision Date Description of Changes Control Agent 



Operating Procedure:  Monthly OSO reports and procedures 

Effective 
Date:  8/1/22 

Revision Date:  4/8/2022 

One Stop Operator:  Ronesha Love Project 
Director: 

Amber Knapp Page:  1 of 2 

Purpose: The purpose of this operating procedure is to layout the monthly procedures completed by the 
OSO.  

Procedures: 

Steps Description of Action to Be Taken: Reviewing appointments from Waitwhile 

Step 1: This process is completed on the 1st or 2nd of each month. 

Step 2: Logon to Waitwhile under the American Job Center appointment’s location 

Step 3: Click on the analytics icon on the left side change dates for the first and last day for 
the previous month.  

Step 4: Review the information for the following reports: ‘total customer served’, ‘total 
visits’,  ‘weekdays’,  ‘by time of day’, and ‘reason for visit’ 

Step 5: This information can be compared to reports from VOS Greeter 

Steps Description of Action to Be Taken: Pulling VOS Greeter reports from NEWorks 

Step 1: This process is completed on the 1st or 2nd of each month. 

Step 2: Logon to NEWorks and use the menu to locate the ‘reports’ tab. 

Step 3: Under Attendance reports click on ‘detailed reports’ and then click ‘greeter.’ 

Step 4: Click on ‘by hour’ 

Step 5: Select ‘region 9’ and ‘American Job Center-Lincoln’ 

Step 6: Under date range select the dates for first to the end of the previous month then 
click ‘run report’ 

Step 7: Enter the information into the box. (see below) 
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Step 8: After you have updated the information for the previous month into your excel, click 
on ‘select another VOSGreeter report’ at the bottom on the page. 

Step 9: Repeats steps 5-8 for the following reports: 

By weekday 

By visit reason 

Steps Description of Action to be taken: Pulling referral reports from NEWorks 

Step 1: Return to the ‘detailed reports’ page; click ‘referrals’ under case management 
reports. 

Step 2: Click ‘by provider’ 

Step 3: Select ‘region 9’ and ‘American Job Center-Lincoln’ 

Step 4: Under date range select the dates for first to the end of the previous month then 
click ‘run report’ 

Step 5: Enter the information into the box. (see below) 

Step 6: After you have updated the information for the previous month into your excel, click 
on ‘select another staff referral report’ at the bottom on the page. 

Step 7: Repeats steps 3-6  for the following reports: 

By referral type 

Steps Description of Action to be taken: Monthly Surveys for Job Seekers 

Step 1: Gather the previous month surveys. All surveys results should be together and 
entered into the Survey excel doc. (See SOP for monthly survey procedure). 

Step 2: Enter the information into the OSO monthly report 

Step 3: Save a copy of each of the surveys and excel to the survey file in Teams OSO for the 
current year. 

Step 4: Contact the customers who marked they are willing to be contact regarding their 
survey to follow-up on any questions or concerns they have. 

Steps Description of Action to be taken: Monthly Surveys for Employers 
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Step 1: Pull all employer surveys for the previous month and enter information into the 
employer survey excel. 

Step 2: Place surveys and excel into the survey file in teams OSO location for the current 
year. 

Steps Description of Action to be taken: Monthly referrals from AJC staff 

Step 1: Referrals should be gathered weekly (see the referrals form AJC staff SOP). 

Step 2: After reviewing all the referrals to ensure they are accurate; entered the final results 
into the OSO monthly report. 

Steps Description of Action to be taken: OSO monthly Board report 

Step 1: Create a power point to outline updates, reports and events occurring at the AJC 
(hiring events, walk-in events or job fairs). 

Before sending, save the PowerPoint as a PDF. This ensures it cannot be updated. 

Step 2: Invoices will be sent before the 4th of each month. 

Review the Invoices and sign them. 

Step 3: Send the PDF report for the previous month and the invoices to finance before the 
4th of the month. 

Steps Description of Action to be taken: Success Stories 

Gather success stories from job seekers and employers by the 10th of each month. 

Ensure to have a release signed and a copy of their driver’s license/state ID. 

These stories will be used in the monthly Newsletter. 

Steps Description of the Action to be taken: Partner Newsletter 

Step 1:  Update the newsletter with the updated information for the previous month to be 
sent out to all of the required partners, board members and local staff (including city 
team).  

The first time you send the newsletter you will need to enter all emails addresses. 

Under mailing:  

• Start mail merge
• Select emails
• Click finish & merge

Newsletter should be sent by the 13th of each month 

Steps Description of action to be taken: partner forum meetings 
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Step 1: Schedule and send out zoom invite before the beginning of the month. Meeting 
occurs on the 3rd Monday of each month. 

Step 2: Send out the agenda for the meeting by the 2nd Monday of each month. 

Step 3: Create the PowerPoint for the meeting. Information to include: 

• Survey results
• VOS and referral information
• Updates to the AJC
• Events the AJC is involved in
• Partner updates

Partner spot (to be determine in previously held meetings) 

Step 4: After the meeting create meeting minutes. Send the meeting minutes out to all the 
partners 

Step 5: Upload the meeting minutes and the agenda to the AJC website 

Steps Description of the Action to be taken: Operations meetings (held with city, 
accounting and  WIOA [adult, youth and DW programs]) 

Step 1: Create the PowerPoint presentation. The meeting will be held on the 2nd Tuesday of 
each month- information to include: 

• Survey results
• VOS and referral information
• Updates to the AJC
• Events the AJC is involved in
• Any other important information to be shared on progress AJC is making

towards contract standards

Send PowerPoint presentation to attendees prior to the meeting. 

• 

Steps Description of the Action to be taken: Monthly hiring and walk-in events. 

Step 1: Each month at least one hiring and one walk-in event must be scheduled. Prior to the 
new month contact at least one employer and partner or create a walk-in event for 
customers. 

Step 2: One the AJC site there is an option for a featured employer and featured event to be 
scheduled and shown on the front page of the AJC site. See ‘Featured events handout 
to make both the featured event and featured employer available on the AJC site. 

Step 3: Once both have been scheduled at them to the AJC events page by going to the word 
press page>click the events tab on the left hand side of the page> click new event> 

53



add the details of the event (date/time/description/click who the event is for)> click 
publish. 

Step 4: Create a flyer to post in the AJC for the event, which can be posted on the AJC social 
media sites. 

Step 5: Create a merge mail to list out the event occurring at the AJC for the month to be 
sent to partners, local staff and any other agencies to inform customers of the 
events. 

Steps Description of Action to be taken: Yearly training and safety protocol 

Step 1: Each year the OSO will be in charge of creating the training calendar for local staff. 
Topics can include: Customer services, Assistive Technology, Domestic Violence, 
Cultural sensitivity, fire safety, Active shooter, Tornadoes, Human Trafficking or any 
other training the OSO feels AJC needs. Once the training needs are determined the 
OSO will create a training schedule for the year and place it into the teams folder 
under OSO-Safety. 

Step 2: The OSO will document who and when staff attended the training. 

Steps Description of Action to be taken: Inventory 

Step 1: Once a quarter the OSO will do a full inventory check of items in the AJC. The excel 
inventory excel will be updated and documentation of when this occurred will be 
entered in the yearly inventory check for that PY. 

Step 2: Monthly the OSO will do a check on device items such as laptops and Ipads as well as 
a check to see if anyone moved spaces for that month and will updated the current 
inventory list for that quarter and will document when it occurred in the yearly 
inventory check for that PY. 

Steps Description of Action to be taken: Complaints and Incidences at the AJC 

Step 1: If a complaint is received the OSO will follow-up with the complainant and retain all 
documentation related to the complaint. All of this will be documented in the 
quarterly complaint log and stored under ‘complaint log’ in Teams under the OSO 
tab. 

Step 2: If an incident occurs at the AJC (involving a banning/ suspension or police/security 
involvement) the OSO will retain all documentation related to the incident and 
document the incident and the ‘incident log’ in Teams under the OSO Tab. 

Additional actions 
by the OSO 

1. The OSO will be responsible for sending out a monthly reminder regarding PII 
information and keeping all PII information locked up or in Shred.
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2. Setting up outreach for partners to come into the AJC as well as AJC staff
going out into the public such as the library.

3. Updating and maintaining Waitwhile and appointments scheduled for
customers, partners, AJC staff, employer and virtual appointments.

4. Checking fire extinguisher, exits and equipment to ensure a safe
environment.

Forms and Supporting Document 

Revision History: 

Revision Date Description of Changes Control Agent 
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Front desk day-to-day actions 

OPEN: 

• Open blinds

• Move table outside

• Unlock door

THROUGH OUT THE DAY: 

• Assist customers- Good rule of thumb check in with each customer about every 30 minutes to

see how we can help. Will increase good customer service and decrease non-job search related

activities.

Help with reserving a computer on kiosk

• Select service from either Job Seekers, Partner Programs and Resources or

Unemployment

• Select Computer or Staff member, if required

• Select time slot

• Enter details of the customer

• If, interpreter is select computer 2; contact Language Linc to request an

interpreter

Signing customers in on our end 

• Create a calendar opening for the date/time

• Select service from either Job Seekers, Partner Programs and Resources or

Unemployment

• Select Computer or Staff member, if required

• Enter details of the customer

• If, interpreter is select computer 2; contact Language Linc to request an

interpreter

Orientation/entering services 

• Setting job seeker at computer for orientation videos/review of services for the

AJC

• Determine if job seeker will be enrolled (if they would like our direct services

with staff help, vs. just using the computer on their own time)

• Create NE Works account

• Make case notes and note services provided

• Follow-up provided by staff members

Check AJC email inbox daily 

• Work WIOA referrals- make the first contact, ensure to send text via Waitwhile,

enter customer to the spreadsheet and add a case note in NE Works.

• Move Surveys to the correct monthly folder (Job Seekers or Employer)
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• Address customer emails or send to appropriate contact (OSO, outreach, Project

Director, NDOL, etc.)

• Referrals- send referral information to correct contact (until this is updated on

the AJC website).

• Once the email has been addressed move to the appropriate folder

Cleaning 

• Attempt to wipe down computer desk areas, phones, keyboards, mouses, chairs

and headphones at least twice a day. One during the day and once at close.

Workshops and other AJC event 

• Will follow schedule- each team member will have their topic to present.

• Job Seeker Network- offered bi-weekly, schedule may rotate so each team

member hosts a section.

• Make announcements when agencies, employees or events are occurring at

check-in or throughout the event.

Other assistance may be helping with: 

• creating a resume, turn around or cover letter

• submitting an application for employment

• locating local resources

• creating NE work or other job search accounts

• submitting unemployment claims (first and ongoing)

• Greeting or gathering information from employers or agencies who would like

to partner with the AJC.

CLOSING: 

• Wipe down wipe down computer desk areas, phones, keyboards, mouses, chairs and

headphones

• Move table back into the center

• Close blinds

• Lock door
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Operating Procedure:  AJC referrals 

Effective Date:  4/13/2022 Revision Date:  4/13/2022 

One Stop Operator:  Ronesha Love Project 

Director: 
Amber Knapp Page:  1 of 2 

Purpose: This operating procedure will give guidance on how to track referrals made by AJC staff. 

Procedures:   

Steps Description of Action to Be Taken:  Referrals made by AJC staff 

Step 1: AJC staff will make referrals by going to the AJC site page and clicking ‘make a referral’ 

located on the home page.  

Step 2: AJC staff will make a separate referral for each agency the customer qualifies for. AJC 

staff will know which agencies to make a referral for based on the results of the 

customer’s program matcher. 

Step 3: Once the referral has been made and email will be sent to the AJC email. Staff will 

ensure to reach out to the program to ensure referral was received for referrals made 

by both AJC staff and outside agencies. 

Step 4: Once the email is received, staff will move the email the folder labeled ‘AJC referrals’ 

under the month the referral is from.  

Step 5: At the beginning of each month the OSO will gather the referrals and enter them into 

the AJC referrals excel sheet to be reported on . 

Step 6: 

Step 7: 

Step 8: 

Step 9: 

Forms and Supporting Document 

Revision History: 
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Revision Date Description of Changes Control Agent 
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This procedure describes the process by which participants and other interested parties may file 
a grievance of a non-discriminatory nature or non-criminal complaint alleging a violation of the 
requirements under Title I of the Workforce Innovation and Opportunity Act, a violation of WIOA 
regulations or agreements under the Act, violations of the labor standards provisions at Section 
181 (b) and violations of relocation provisions in Section 181 (d).  These procedures have been 
established in conformance with Sections 181(c) of the Workforce Innovation and Opportunity 
Act.  To get a copy of the Act, refer to the U.S. Department of Labor website at 
https://www.doleta.gov/wioa/.  The grievance procedure applicable to Job Corps is set forth at 20 
CFR 686.960 and 686.95.  Please note if you have a complaint or grievances of a 
disciminatory nature you can visit our site at: https://ajc.lincoln.ne.gov/complaint-intake/ 
or contact the ombudsman for the city of Lincoln 

Purpose: This procedure is designed to secure a mutually acceptable resolution of a grievance; 
meetings will be arranged for dates and times when all those involved can be available. Eligible: 
All AJC customers, contracted service providers, as well as AJC required and other partners. 

Procedures: 
Steps Description of Action to Be Taken: 
Step 1: American Job Center staff will direct complaints/complainants to One-Stop 

Operator. 
Step 2: One-Stop Operator will attempt to resolve complaints through an informal 

discussion in which all parties agree on a resolution. If a resolution is not 
achievable through an informal discussion, the complainant can submit a 
formal complaint via the American Job Center website. (Proceed to step 3 
below) 

Step 3: Complainant will be directed on how to make a formal complaint on the 
American Job Center Website. 

Step 4: One-Stop Operator will respond in writing an acknowledgement of receiving 
the complaint within 5 days.   

Step 5: One-Stop Operator will respond to complainant within 14 days with an initial 
determination. 

Step 6: If the determination is not accepted, a hearing may be requested by the 
complainant. The written request for a hearing must be made in writing by 
the complainant to the One Stop Operator and received by the One Stop 
Operator within 5 days of the complainant’s receipt of the initial determination 
decision. The One-Stop Operator will document the submission of the 

OPERATING PROCEDURE: Complaints and Grievances of a Non-discriminatory Nature 

Effective Date:  07/01/2017 Revision Date: 08/08/2022 

One Stop Operator: Ronesha Love Project 
Director: 

Amber 
Knapp Page: 1 of 3 
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complaint to the GLWDB. 

Step 7: Upon receipt of request for a hearing, which will be documented by the One-
Stop Operator, the One Stop Operator will arrange it to be heard by a Hearing 
Committee of the Greater Lincoln Workforce Development Board designated 
by the Chairperson (hereinafter referred to as Committee) or by a hearing 
officer as designated by the Committee.  The Committee shall have a minimum 
of 3 members for the hearing. 

Step 8: The hearing will be arranged within 5 days from the date of receiving the 
request for a hearing.  

Step 9: The complainant will be sent a written notice within 3 days after arranging a 
date that a hearing has been arranged and provide the location, date, and time 
of the hearing.  

Step 10: The hearing will be conducted within 25 days of receiving the request for a 
hearing.  The hearing will be held informally; meaning that formal and/or 
technical rules of evidence do not apply.  Opportunity shall be afforded all 
parties to present evidence or testimony bearing on the nature of the 
complaint.  

Step 11: The Committee’s decision will be given in writing to the complainant and One 
Stop Operator within 60 days of the date the formal complaint was received 
by the One Stop Operator.  The decision will include: 

i. Statement of issues.

ii. Committee’s decision.

iii. Reason(s) for the decision.

iv. Recommended action(s).

Step 12: The One Stop Operator will review and respond in writing to the Committee’s 
decision within 5 days after receiving the decision and provide a copy to 
complainant.  The One Stop Operator’s written response to the 
recommended action will include:  

i. Summary of facts and findings.

ii. One Stop Operator response.

iii. Reason(s) for the response.

iv. Action(s) to be taken.

Step 13: The parties have a right to appeal for a review by the Nebraska Department of 
Labor Commissioner if the Committee’s decision is not satisfactory or a 
decision has not been provided within 60 days of receipt of the formal 
complaint.  The appeal for review must be filed within 10 days of receipt of the 
adverse determination or, if no determination is made within 60 days, then at 
any time prior to the receipt of a determination from the local level.  State staff 
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will review and/or investigate, provide opportunity for a hearing, and the 
hearing officer will issue a decision within 60 days of the appeal to the State. 
A complainant may withdraw his or her appeal at any time prior to the hearing. 
The decision is final unless appealed to the Federal Secretary of Labor.  The 
State Department of Labor has issued a process for this appeal and may be 
contacted at Nebraska Department of Labor, Office of Employment and 
Training, 550 South 16th Street, Lincoln, Nebraska 68509. *A final appeal may 
go to {Federal} Department of Labor if complainant wishes. 

Forms and Supporting Documents __ 
Complaint Log  

Complaint Form 

Greater Lincoln Workforce Development Board - Complaints and Grievances of a Non-
Discriminatory Nature Policy  

Revision History: 

Revision Date Description of Changes Control Agent 

09/28/2021 
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This procedure provides information on Equal Opportunity/Accessibility and Non-Discrimination 
practices at the American Job Center of Lancaster and Saunders Counties.  In accordance with 
WIOA, the contract between Greater Lincoln Workforce Development Board and the contracted 
service provider, Dynamic Workforce Solutions, Inc. (DWFS) requires services be “universally 
accessible” to individuals. Universal Access, as defined in the final rule in 29 CFR Section 38, 
requires WIOA Title I funded programs to implement the nondiscrimination and equal opportunity 
provisions of Section 188 of WIOA. Universal Access further indicates that services will be both 
physically and programmatically accessible to individuals.  

Reasonable accommodations are available to qualified individuals with disabilities. In addition, 
accommodations will be made to individuals who have limited English proficiency. Please see 
below for further information regarding accommodations for individuals with disabilities and 
individuals who have limited English proficiency.  

Purpose: This procedure is designed to ensure that agreed upon actions and service delivery 
methods will be adhered to by AJC staff, and the One Stop Operators. 

Procedures: 
Steps Description of Action to Be Taken: 
Step 1: No person shall be denied services or training based on disability. 
Step 2: Accommodations will be in place to serve individuals with disabilities. This 

may include but is not limited to:  
 Handicap accessible entrances, computer stations, etc.
 Assistive Technology for individuals with hearing and/or visual

impairments
 Designated parking
 Signage indicating accessible and non-accessible facilities
 Braille signage

Step 3: Staff members will be trained on assistive technology equipment. 
Step 4: ADA Training will be provided to AJC staff and Partners on a bi-annual basis. 
Step 5: American Job Center Staff will have access to Language Identification 

Flashcards, which will assist customers in identifying the language of 
proficiency.  

Step 6: Staff will seek out colleagues who may speak the customers language to 
provide services. 

OPERATING PROCEDURE:  Universal Accessibility 
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Step 7: If no staff speak the language of the customer or if no staff are available, an 
interpreter will be called via Language Linc. 

Step 8: Efforts will be made to make sure documents, marketing material, and other 
correspondence are made available in various languages.  

Forms and Supporting Document 
TEGL 37-14 
Greater Lincoln Workforce Development Board - Accessibility Policy 

Related Procedures  
Grievance/Complaint Process Standard Operating Procedure 

Revision History: 

Revision Date Description of Changes Control Agent 
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Priority of Service means that certain priority population groups are entitled to precedence for 
receipt of service over non-priority population groups for basic career services.  

Purpose: This procedure is to provide the American Job Center staff and its partners information 
regarding Priority of Service (Veterans and non-Veterans) at the American Job Center of 
Lancaster and Saunders Counties. This procedure will outline Priority of Service criteria as well 
as how to identify individuals who qualify for Priority of Service. 

Procedures: 
Steps Description of Action to Be Taken: 
Step 1: When a customer/job seeker enters the American Job Center to check-in, 

he/she will be asked: “Have you or your spouse served in the United States 
Military?” 

 If previously registered in NEWorks, notation is made indicating
someone is a qualifying Veteran for Priority of Service.

Qualifying Veterans or spouses of Veterans will be informed of AND referred 
to Nebraska Department of Labor – DVOP Specialist if interested.  

Step 2: Once a customer checks-in at the American Job Center, staff will review 
his/her NEWorks profile to identify if the customer qualifies for Priority of 
Service.   

Step 3: The customer will be encouraged to also complete the Program Matcher 
through the AJC website or through the NEWorks Eligibility Explorer. 

Step 4: In order, Priority of Service will be offered to: 
1. Veterans and eligible spouses of Veterans who are: recipients of

public assistance, low-income, or basic-skills deficient.
2. Individuals who are NOT Veterans or eligible spouses of Veterans but

are recipients of public assistance, low-income, or basic-skills
deficient.

3. To Veterans and eligible spouses of Veterans who are not recipients
of public assistance, low-income, or basic-skills deficient.

4. Populations established by the Governor and/or Local WDB (None
established)

Persons who are not recipients of public assistance, low-income, or basic-
skills deficient.  

OPERATING PROCEDURE:  Priority of Services 
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Step 5: If an individual is identified as Priority of Service based on the criteria listed 
above, he/she will be given the first opportunity to obtain basic career services 
in the American Job Center. 

Step 6: If an identified customer does qualify for Priority of Service and is interested in 
Title1B services, they will follow POS procedures developed by Title1B 
program.  

Step 7: The customer will be encouraged to complete the NEWorks registration, and 
the Pre-Application and the Resource Room staff will assist the customer with 
a direct referral via telephone or email to a WIOA Career Planner to schedule 
an appointment. 

Forms and Supporting Document 
Greater Lincoln Priority of Service Policy 
TEGL 16-19 

Revision History: 

Revision Date Description of Changes Control Agent 
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