


WorkSource Service Delivery System
administrative Notice

EFFECTIVE DATE: 
   April 28, 2010

NOTICE NUMBER:  
   002
SUBJECT: 
External Links in WA Job Orders
  
SCOPE
This notice applies to Employment Security Department staff, WIA Title I-B funded staff and WorkSource partners that perform job order taking functions in Services, Knowledge & Information Exchange System (SKIES) and online through Go2WorkSource.com.

Notice
ESD is responsible for creating a secure environment that ensures system security, integrity, and privacy by authorizing legitimate access to data based on job responsibilities.  Automated systems security assures authorized access to systems and data to prevent misuse of, damage to, or loss of data.

Due to the sensitive nature of data held in confidence by ESD, each employee and contractor of the department must sign a Data Sharing Agreement and is responsible for protecting information deemed to be private and confidential by federal and state laws or regulations. 

This notice incorporates by reference documents of guidance and direction pertaining to privacy, confidentiality and data sharing of job seeker records.  It is critical for staff covered in the scope of this notice to be familiar with them to ensure appropriate privacy, confidentiality and data sharing of job seeker records. Leaving the WorkSource system (SKIES or Go2WorkSource.com) via a link to an external, private business gives the public the impression that the site is endorsed by the State and that their personal information is private and secure.  

Active links (HTML to create hypertext links) to external websites are prohibited in WA job orders.  WorkSource staff may include a company web address in a job order if the employer requests applicants go to their web site; however, job seekers will then leave the state system and go to the company web site using their own Internet browser.  A disclaimer must be added to the job order notifying the job seeker; “You must leave the WorkSource website to view the company website.”      
REFERENCES  

RCW 50.13.060 Records and Information – Privacy and Confidentiality
RCW 42.17.260 Disclosure
Governor’s Executive Order 003 on Public Record Privacy Protection
Privacy Act of 1974
ESD Policies and Procedures #4013 Data Sharing
ESD Policies and Procedures #0030 SKIES Data Sharing, Data Disclosure and Security Administration
ESD Policies and Procedures #2010 Automated Systems Security
WorkSource Service Delivery System #1006 Job Order Policy, Rev. 1, April 28, 2010
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