Attachment 12: Youth File Checklist
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WIOA Youth File Checklist
Please be sure to include each of the following in the Youth File: 

☐Eligibility checklist – with OWD approval date
☐Eligibility documentation
☐Grievance form – signed
[bookmark: _GoBack]☐MOSES “Job Seeker Training Details” printout – signed 
☐All Academic Assessment test scores (CASAS, TABE)
☐Individual Service Strategy (ISS) – signed 
☐Case notes (from MOSES, last page of ISS, etc.)
☐Career Assessment (MA CIS, etc.)
☐Skills Assessment (MA CIS, etc.)
☐Labor Market research results
☐HiSET or diploma (as applicable)
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Attachment 20: MOSES “Job Seeker Training Details” Sample
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[image: ]Attachment 21: Academic Assessment Test Scores (CASAS) Sample

 












































[image: ]Attachment 22: ISS Form Sample
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Attachment 23: MA CIS Career Assessment Sample

The Career Cluster Inventory can be found on the MA CIS website https://masscis.intocareers.org/materials/portal/home.html under Assessments.
[image: ][image: ]

Attachment 24: MA CIS Skills Assessment Sample

The Skills Assessment can be found on the MA CIS website https://masscis.intocareers.org/materials/portal/home.html under Assessments.
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[image: ]Attachment 25: Labor Market Information Example
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Attachment 9: Document Inspection Verification Form Sample

DOCUMENT INSPECTION VERIFICATION FORM

'WIOA Title ighily Verificaion by Document Inspection
Onlytobe used or documents for which it s unlawfu o hoto-copy

_ Mava Sanchez

Qmmummemdmﬂ lentify/ing information’
Orgmization condcting document veicator:_ 2 2.5 0Ur QOS5 Lo r gouﬂx
Torommmier 617~ [23-4-56 _
smammfwnsclemwMQDmd_th

pimarysighitty dosumentviewed:_ B 1F# b _CCHtHICQ tO

Additional eligibility document viewed:

Additional eligibility document viewed:

Pertinent ligibility information verified:
{_na mo
US Gty hp

da e of birth

st ey of ey ooy e i coomnt vl n e sove s g Vi s v of

eligbilty document for which i s unlawfultor
Sgnature of elighbilty document reviewer: -

o [2/04/7015
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Attachment 10: Family Income Eligibility Worksheet Sample (Electronic with Hand-Written Signature)

Date of Submission: (12047205

Youth Nerwe:

Caloulstion Method X Straight Pay or Salary Year-To-Date Method
Aversge Pay Intermitent.
[Montt [ February | Morch | Apil | May | Jume |y | Toa |
outh
[Maria Chavez [ 5000 | 52520 | $52520 | $52520 | 952520 | 52520 | 5262600 |
Family Mombers
[Ariana Chavez 3780 | ware0 | wore0 | warm) | 6780 | 63780 | 3382680
[Luci Chavez 5000 5000 5000 000 5000 00 5000
$000
$000
$000
Total] _$637.80 $637.80 $637.80 $637.80 $637.80 $63780 | 9382680
Titl linclusions
[Socsec Reirement 5000 5000 5000 5000 000 000 5000
Pensions 5000
[Worker Comp $0.00
[Aimony 5000
interest and dividends 5000
[Veterans Payment 5000
[Soc Sec Disabilty Ins 5000
[Net Rentalincome 5000
Other: $0.00

[WIOA Eiigiilty Tofal | 563780 | 5116300 | $116300 | $1,16300 | $1,16300 | $116300 | $645280
Tillo] Exclusions
[Unemployment Comp | $000 5000 000 000 5000 S000
Chid support
[TAFDC
[SNAP S 14650 [$ 14650 [$ 14650 [ 14650 | $ 14650 | § 14650
[SupplementalSS1
SSi/survivor benefits
Other:

$146.50 $14650 $14650 $14650 $146.50 $146.50

WIOA Title | Ei

FamiySze] 3 nualzed (ol gross noome (2): Max Famly Income for FomlySize: | $25,413
Yes | X
Income Eiigible: I

0
RSWRE [ a Chawez 1zforfesie T () A~

[FOROWD USE ONLY
Income Elghe: el ] [ —

OWD: Date:
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Attachment 13: Receipt of WIOA Grievance Procedures Sample

I hereby certify that I have received information regarding my rights to Equal
Opportunity/Nondiscrimination and how to file a grievance, including a copy of the Equal
Opportunity is the Law notice and how to file a WIOA Complaint and Grievance.

Maya Chayez o4/2015

) Signature I Date
\,n

Print Name
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MASSACHUSETTS ONE STOP EMPLOYMENT SYSTEM
JOB SEEKER TRAINING REGISTRATION DETAILS

GENERAL INFORMATION

Name: MCM(&OL Chavez

Date of Birth: Dl(ol /1498

Gender: FpNale

Ethnicity: A {Spani € ey Ladin e
Citizenship: usS o oM

Military:

Disability:

STREET ADDRESS

Street Address: 12«3 C’Q/ﬂ"’ej/ SW&t
City: BOostoN

Zip Code: 02114

Home Phone: (\7~[{23-4.5477

MAILING ADDRESS
Street Address:

City:

Zip Code:

(If different)

LABOR FORCE

Employed:

No
Labor Force Status: [\ 0 U %/P’O\Lgd

EDUCATION

In-Sc.hool: \/0/5

Reading Test Namet CASAS
x::: ;::: ;amezg CA gﬁS .
ESL Level: ﬁo a/ifﬁ 1%9 <7
FAMILY

- Family Size: ?)

Family Status: omm aimi ! j
6 Month Family

Income (Annualized): \m 2/ q65s. é, o)

Job Seeker ID: 12345678
Race: INFormation NotT Avaulable

Alien Registration .
Number:

Selective Service

Compliant: Y@

State: M A
Mailing Address: SN2,
Other Phone:

State:

Dislocated Worker: [V 0
Layoltsatus: VOt A ppliCable

Highest Degree:
Reading Test Date:

Math Test Date:

Economically ] S)
Disadvantaged: Y :
Number of Dependent
Children:

X Note: Handwritten hawe but IOSES will auts ~Al.

Youth & Case manddes Must SIJ LY hand .
(s well a$8 & pavent/guardiqn i youth is vnder i8.)

Created on: 1/20/16 3:26:58 PM

Page 1 of 2
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PUBLIC ASSISTANCE

TAFDC: ,l;\’l o Long Term TAFDC: l‘\}/g

EAEDC: N p SSI: M

Refugee Assistance: N (7 Food Stamps: yQS

DTA Case Numbelf\:l DTA Case Closed Date:

TANF Exhaustee: [V O ESP Registered:

TANF 12 M:nth‘; NO DTA I":)gsll‘,s l?zlployment

Time Limit: Eligibility:

I\}I(mth;nllllemainiug: Nc:nlCulstodial Parent: N )

BARRIERS

DIS(M@:M*% , , gojow Graoto Lovel

Limited Basic Edveational Skills  Lack of Transportatisy
inonCial

POTENTIAL ELICIBILITY SOURCES

‘WORK EXPERIENCE

Job Title : Baiista End Date: 0i/26/is
Start Da+e: 11/05/2014 State: MA
Company Name : Starpucks Corp. Salory unrt - Howr
Salary: $49.00/tour ' 800 Codlo 12345678

Sic Code: 0000

Job Seeker Certification : My signature below indicates that I have been informed of and understand
the information contained on this form. I certify under penalty of perjury that all of the above
information is true and complete. I agree that any information that I have supplied is subject to
verification. I understand that falsification of any item is grounds for termination from the program
and may result in action to recover any monies paid to me while participating.

Signature of Job Seeker Date Intake/Eligjhility Certifier Date Staff ID#
Margdhavez 12fetfis N ) A~ 12)otfs
Signature of Parent/Guardian Date Thirty Day Reviewer Date Staff ID#

(2/0%/1s

Created on: 1/20/16 2:50:43 PM Page 2 of 2
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Attachment 20: MOSES “Job Seeker Training Details” Sample
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Individualized Service Strategy (ISS) for Youth
Workforce Innovation and Opportunity Act (WIOA)

i 08/04/2015
Youth’s Name: Maria Cha\,’ez Date A
o 617-123-4567 BN mariachavez@owd.org
123 Center Street
Address:
02114
City: BIESP State: Zip Code:
Age: 7 Date of Birth:01/01/1 o0 MOSES ID # 12345678
Sonia Chien
Case Manager:
Educational Background:
In-School Youth . Out-of-School Youth O
High School Graduated Yes O No
Obtained GED Dropped Out
Center Street High School

School name and iocation

. 9th
Highest grade completed

- GED
Degree/Certification received

06/20/2015
Date Completed

Post High School YES, currently attending D YES, not currently attending [_] No

Name of Institution

" . nfa
Degree/Certificationreceived

Roxbury Community College

Date Compieted

Work Experience:

Have you had any work experience? (include internships and job shadowing) Yes No [
Starbucks
Employer
. Barista ‘ 11/05/14-01/20/14
Job Title Dates of employment,
20 9
Hours per Week Hourly Wage $

Internship Titlve

Hours per Week

Dates of internship

Stipend

Page 1| Sep 2015
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Basic Education Skills:

Test Name GASAS

Reading (grade level) 10 Scale Score e EFL Level !

Math (grade level) 8 Scale Score 228 EFL Level 8

Career Interests and Skills: MA CIS Interest Profiler 08/04/2015
Name of Career Interest Inventory Date Completed

Include a copy of the assessment results in the youth’s file and also add the results in MOSES.
Go to the Testing tab and choose “category” then select Career Information Systems. Go the “service detail”
and select the Interest Profiler. List the top three occupations in the occupation section.

Top Three Interest Areas Choose the Top Choice from Each Interest Area
{ I—— g .
Artistic Graphic Designer
2. i .
Social Social Worker
B Investigative Animal Scientist
Occupational Skills Assessment: .
Name of Occupational Skills Assessment.Tool MA GIS Skills Date Completed 0B/D4/2015

Include a copy of the assessment results in the youth’s file and also add the results in MOSES.
Go to the Testing tab and choose “category” then select Career Information Systems. Go the “service detail”
and select Skills. List the top five very satisfying skills.

Top Five Very Satisfying Skills

1. social Perception 14 Speaking
2. Visualizing 5. Using Knowledge
3- Writing
Assets and Strengths:
Name of Assets and Strengths Assessment Tool CASAS ) Date Completed i

Top Five Assets and Strengths

1 Learning to learn 4. Reference materials

2. Compute using whole numbers 5. Geometry

3. Signs, price tags, advertisements, product labels

Page 2 | Sep 2015
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Labor Market Information:

Career OneStop 09/04/2015
Name of Labor Market Inventory Tool Date Completed

Include a copy of the Labor Market Information in the youth’s file also add the results in MOSES. Go the
Case Plan tab and click on the Assessment tab. Enter the Labor Market Information results in the Labor
Market for Skills section.

. In 2012, the annual job opening for probation officers and
Labor Market Information Results:

correctional treatment specialist was 90,300. By 2022, this number is projected to decrease by

1% to 89, 300 openings.

Massachusetts Work-Based Learning Competencies

Needs Competent Proficient Advanced
Development
Attendance and 1st Review ] ] O
Punctuality 2" Review | O O
Workplace 1st Review O O O
Appearance 2" Review O 0 0
Accepting Dire:ction 1st Review O O O
an'd.(gonstructlve 2nd Review 0 0 O
Criticism
Motivation and Taking | 1st Review o O O
Initiative 2nd Review O ] O
Understandin,
Workplace Cu?ture, 1st Review O O O
Policy, and Safety 2" Review O 0O O
Speaking 15t Review O a O
2" Review O 0 a O
Listening 1st Review 0 O O
2" Review O 0 O
Interacting with Co- 1st Review [m] [l O
Workers 2" Review O 0 4| O
. 08/20/2015 . 01/25/2016
Date of 1% Review Date of 2" Review

Page 3 | Sep 2015
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SUPPORT SERVICES

Needs

Recommended Services

Referral

1.

Transportation

monthly T Pass

provided through Resources for Youth

2.

Pregnant/parent

Probation/Court
Involvement

Disability

Health

Housing

in need of stable housing

referred to BHA- put on waitlist )

Alcohol/Substance
Abuse

. Child Care

. Other

SPECIAL CONSIDERATIONS

PERSONAL INTERESTS

Art, animals, social work

Page 4 | Sep 2015
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BASIC, OCCUPATIONAL, AND WORK READINESS GOALS:

Type of Goal Goal Summary Date Date Attained
i Established
L Basic finish degree at RCC 09/04/2015
2. Occupational | find a part-time job 09/04/2015
3. Work Readiness | /mprove attendance and punctuality 09/04/2015
1

1SS PLAN OF ACTION TOWARDS BASIC SKILLS GOALS
Work on showing up to class, paying for courses, tutoring to succeed in courses

ISS PLAN OF ACTION TOWARDS OCCUPATIONAL GOALS
Assess type of job desired and find/apply to jobs, work on attendance, proficient management of funds

ISS PLAN OF ACTION TOWARDS WORK READINESS GOALS
Assess reasons for absences and work on overcoming them

Page 5 | Sep 2015
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'n-l SERVICES:

 2: Alternatwe‘ =
Education
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‘Training
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6. Leadership
Development
Opportunltles

12. Entrepreneutiall
-1 skifls'training

: IW :

Youth Signatyre
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YOUTH PROGRESS NOTES

Date of Entry I Service Progress and/ or Amendment to Plan Case Manager
08/30/2015 Tutoring responding well to tutoring. assessment shows Sonia Chien
improvements in reading proficiency, still struggling
| with math
09/30/2015 Paid work still working on finding a part-time job that fits into ~ | Sonia Chien
: experience youth's schedule.

10/30/2015 Occupational | still needs improvement on attendance. Sonia Chien
Skills Training

11/30/2015 Adult mentor reports positive engagement and progress | Sonia Chien
Mentoring in student/mentor bonding

12/30/2015 Financial showing improvements in management of funds. Sonia Chien
Literacy

Page 7 | Sep 2015
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CAREER CLUSTER INVENTORY 2 Help & Tutorials

Career Clusters

Information Technolog

Science, Technology. Engineering, and Mathematics
Agriculture, Food. and Natural Resources
Education and Training

Law, Public Safety, Corrections, and Security

arts, Audio/Visual Technology. and Communications
Business Management and Administration
Hospitality and Tourism

Finance

Government and Public Administration

Health Science

Transportation, Distribution, and Logistics
Marketing

Human Services

Manufacturing

cture and Construction
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CAREER CLUSTER INVENTORY

1. Go fishing.

i

PROGRESS | 80 Remaining

T -
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SHLLS

Select the skills that are satisfying to you. Then drag and drop the skills

25. Creativy
26. Acsthetc Judgment

Persona) 49, Science Reasoning

munication Skill

Very Satisfying Skills

01. Dependabilty
12. Performing

02 Flexibity Situational SKill

27. Stress Tokrance.
33 Record Keeping

28, Hazards Tolerance
35, Verityng Informaion

5. Estmating
47 Buageting

| 71 mansging Resources
72, Impact of Responsiviy
03, Persstence

04, ntegry

50. Reading

[ 51 wrng

53, Listening

29, Discomfort Tokerance.
30 Repetion Tokrance 58 Analyzing
70. Decision Making

1 Solving Skils

7. davising
58 Synthesizing

©Add @ Remove
[Moderately Satisfying Skills|
32 Troubleshooting

82 Using Knowleage

11. AssistingiCaring

Technical SKl 60, Planning
13, Instructing 3. Instaling 61, Active Learning

Movement Skils 7. nspectng e 54 Concentatng
] 14 Foge Dexterty 2 Repaiing Management R R o7, S Pereston
] 15 Monuatexterty T—— 05, Teamwork
16 otor Coordination 40. Controling Machines 56, Evaluating 19. Rapid Response.
| 175t 41, Operating Vences 5. Negotating R i
J te.svensn 5. Contoning R e

43. Programming &7 Initating
44 Teshnobogy Design

55, Information Gathering
31. Folowing Procedures

64, Persuading
&5, Coordinating

20. Sound Discrimination
21, Shape Discrimination
22, Color Vison

23, Depth Perception
24, Visvaleing

69, DiectinglLeading

20120 skits added

Drop one or more skills here for quick definitions

)

© 2015 Georgia Career Information Center, Division of Student Affairs, Georgia State University and its licensors. All rights reserved.

48, Math Reasoning
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11/18/2015 s Employment and Job Stafistics

The Official Webstte of the Executive Office of Labor and Workferce Developmant (EOLWD}

Labor and Workforce
Development

#MHome > Labor Market Information > Employmentand Job Statistics
Employment and Job Statistics

Current Employment Statistics (CES-790)

A monthly survey of more than 8,000 employers provides estimates of employment by industry for the state and for seven Metropolitan New England City and Town
Statistical Areas (NECTA). The Boston-Cambridge-Quincy, MA-NH Metropolitan NECTA includes six Metropolitan Statistical Divisions in which employment
estimates are produced for Massachusetts. Statewide hours and earnings data are published for selected industries within the manufacturing super sector. The
Current Employment Statistics program data is based on the North American Industrial Classification System (NAICS).

NOTE TO DATA USERS, as of March 6, 2014:

NOTE TO DATA USERS; as of March 10, 2015: Statewide data series have been revised to reflect annual benchmark revisions and seasonal adjustments for 2008
to 2014.
As of March 12, 2015 New England City and Town Area estimates have been revised back to 1990. Seasonally adjusted total jobs data for selected areas are
available. This year the 2010 Census area delineations have been implemented resulting in changes to the geographic composition of sub-state areas. This
realignment has allowed for the publication of each of the NECTA divisions in the newly defined Boston-Cambridge-Nashua MA-NH Metropolitan NECTA. The area
with the largest geographical change is the Springfield MA-CT Metropolitan NECTA.

1 information ma

For historical data or assistance, please email detimi@detma.org.

Access Current Employment Statistics

All Employee Hours and Earnings (AEPP)

All Employee Hours and Eamings Payroll series are now available for the private sector. The statewide and metropolitan statistical area series provide estimates for
average weekly hours, average weekly eamings and average houry eamings. ,

To access the Massachusetts data click on the BLS Data Tool

Employment and Wages by Industry and Area (ES-202)

Quarterly data is derived from more than 150,000 Massachusetts employers subject to unemployment compensation laws. Industry employment and payroll
information is produced both quarterly and annually for the state, New England City and Town Statistical Areas, labor market areas, workforce Investment areas,
counties, cities and towns. Annual files contain more up-to-date data than previously released quarterly files. NAICS based employment and wage data are available
beginning with the first quarter of 2001.

In Iit

All Towns Employment and Wages excel files
Establi; ind Employment by Size

Business Employment Dynamics (BED)

Business Employment Dynamics data track the expansion and contraction of employment for private businesses. Over the quarter changes in gross job gains
(expansions and openings) and gross job losses (reductions and closures), and the net change in employment at the establishment leve! are available through this
new series.

Business Employment Dynamics Data news. release
Massachusetts Business Employment Dynamics State Data

This workforce product was funded by a grant awarded by the U.S. Department of Labor's Employment and Training Administration. {more...)
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Attachment 5: WIOA Youth Enroliment Checklist Sample: Out-of-School Youth (Fill electronically)

Organization:| Resources for Youth

Preparedy:| Sonia Chien

Clent Name:| Joseph Scott

mosesipw:| 91011121

Date:] 12/04/2015

Document | Entered in
Eigibiity Criteria Type of Documentationsubmritted | O | TR
Out of School Youth HS diploma ] a
Boston Residency Utility bill O [m]
Age (16:24) Birth certificate. =] [w]
s Gtizen / Work Eligible Birth certificate: =] W]
Selective Service Compliant. S5 Printout a a
Economic Eigibity onl fusig barier 12017 wa
-6 monthsincome and family size
-Public benefits OR o [m]
-High poverty area
5% Wabver request,if applicable ves [0 noX wa m]
Barrier (from list below: Offender Letter from Protation Officer [m] [m]
Barriers:
Note: if multiple eligiilty barriers are used, ail must be documented in the youth file and recorded in MOSES
1. School Dropout
2. Diploma, low income, and basic skills deficient or ELL. 7. Requiring Additional Assistance and low-income:
3. Offender a. Falled MCAS
4. Homeless, runaway, or foster care b. Truant
5. Pregnant/Parenting ¢ ELLinstruction
6. Disabity d. Single Parent Household
e. Public Housing
Entered in MOSES
Fartiysie 0 | EE0Rghs ] | Ed.Hstory O | Youth Gosls 1 | Worktistory 0 | Reading Sore O | Mathscore 0 | 185,
owpuseony
O Approved O Noteligible: 0] Resubmit with revisions
'OWD Comments:

Date Reviewed:

Reviewed By:
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Attachment 6: WIOA Youth Enrollment Checklist Sample: In-School Youth (Fill electronically)

Organization:| Resources for Youth

PreparedBy:| Sonia Chien

ClientName:| Maria Chavez

MOSES i 12345678

Date:| 12/04/2015

Document | Enteredin
Eligibilty Crteria Type of Documentation Submitted | o sl
InSchool Youth HS transcript 0 O
‘Boston Residency MAID [m] O
Age (14-21) Passport. O O
US Gtizen/ Work Elgible US. Birth Certficate =] =]
Selective Service Compliant n/a [} O
Economic Elgibilty
-6 monthsincome and family size: DTA letter (SNAP)
-Public benefits OR D D
-High poverty area
5% Waiver request, f applicable: ves( o X Wa ]
‘Barrier (from list below): Disability Psychologist Diagnosis [m] O
Barriers:
Note: ffmutple elgbiy barrersare used, ailmust be documentedin the youthfl and recorded in MOSES
1. Basic Skils Deficent 8. Requiring Additional Assistance:
2. English Language Leaner a. Failed MCAS
3. Offender b, Truant
4. Homeless < ElLinstruction
5. 4. Single Parent Household
6 e. PublicHousing
7
Enteredin MOSES
T -
Famiysize [ | EEORights (1 | d. History [ | Youth Goals CJ | Work istory 0 l Reading Score 1 | MathScore [ Ciz’?':"y]
OWDUse Only
O Approved O Not eligible 1 Resubmit with revisions
OWD Comments:

Reviewed By:
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Attachment 7: Applicant Statement Form Sample

APPLICANT STATEMENT FORM

The applicant statement may be used to document eligibility for family income, residence, and proof of family
size when all other attempts to secure documentation have been exhausted.

1 certify, under penalty of perjury that

(If applicant cannot obtain a satisfactory witness or provide a telephone contact, explain above.)

Applicant's Signature_ M2 LA M& Date, IZ(DHZOIS

Applicant's Address, City, State, zip_ 2.3 Cehter St MA 0214
Corroborating Witness Signature ,.L '] Date_12, / 04 / 20|s
Witness’ Relationship to Applicant._{ Y} 014

[ Office Use Only |

‘The above applicant statement is being utilized for documentation of the following eligibility criteria:

family size, osten residency, & me/j inComy

Signature of eligibility/intake worker i;é _ E ;

Date. IZ[OﬁZZD/S
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Attachment 8: Family Size Worksheet Sample

FAMILY SIZE WORKSHEET

Maria Choyez. hereby state under the penalty of perjury, that my family size is:

e (Which includes myself)

‘The following are the names, relations of family members and income that each family member contributes to
the household income:

Income Gitach caleulation warisheer)

Nnme V[ U RehhomllnF to Applicant: ' P EATS /m e
: Ariona Chavez| sister % 637.80/mo
“Luoie. Chavez | mother fo

X

5

6.

7.

For the purpose of thisstatemend, “family is defined as two or more persons related by blood, marriage, or decree of court. Who are
living together in a single residence and are included in one or more of the following categories:

A Ahusband, wife, and dependent children

B. Aparent or guardian and dependent children

C Ahusband and wife

Tattest the information stated above is true and accurate, and understand that the above information, if misrepresented or incomplete,
‘may be grounds for my immediate termination from program participation and/or penalties as specified by law.

Applicant's Signature: MarUA ChaweZ. Date: 12 /p4/2015
[4
Staff Person: DZO Date: 12/0¢ /2015

AGENCY: 228 )i 2(( Qﬁ jz)k #) ‘i@

This statement must be consistent with all documents that state family size.





