Adult and Dislocated Worker Participant File Review

Service Provider:  Click or tap here to enter text.				
Participant Name: 	Click or tap here to enter text.	
SSN: Click or tap here to enter text.
Part ID: Click or tap here to enter text.
Program Year/ Date of Review: Click or tap here to enter text.
Reviewer:  Click or tap here to enter text.

Mark X when verified in file.
If any eligibility documents are lacking, indicate in text box.

GENERAL ELIGIBILITY

Age ☐   Click or tap here to enter text.
Citizen/Authorization to work in U.S.    ☐    Click or tap here to enter text.
Selective Service   ☐      Click or tap here to enter text.
ID Residency   ☐      Click or tap here to enter text.
Application Date ☐  Click or tap here to enter text. 
Enrollment Date ☐   Click or tap here to enter text. 
With-in 45 days of each other ☐    Click or tap here to enter text. 
Eligibility verification documents dated between application & enrollment dates?  ☐  Click or tap here to enter text.

Was priority of service considered and documented (Adult Program)?

Veterans and eligible spouses who are recipients of public assistance, low income or basic skills deficient. ☐

All other individuals who are recipients of public assistance, low income or basic skills deficient. ☐

Veterans and eligible spouses who are NOT recipients of public assistance, low income or basic skills deficient. ☐

Other individuals who are not recipients of public assistance, low income or basic skills deficient, but have a potential barrier to employment as defined by WIOA.  ☐   

SPECIFIC ELIGIBILITY – Adults/Dislocated Workers 

For Adult program: 
Low income at application?  ☐   
Click or tap here to enter text. 

Family members & income listed on 73-A ☐  
Click or tap here to enter text.  
	
How is participant’s income verified, documented or checked?   
Click or tap here to enter text.
	
Dislocated Worker, does file contain verification of all eligibility? ☐ (See 73-D for list of categories)  
Click or tap here to enter text.       
List verification documents used:
Click or tap here to enter text.

Does it substantiate lack of self-sufficiency? ☐   
Click or tap here to enter text.
	
Adult
All family members & wages must be listed. 
Is income below 155% LLSIL? ☐ (74-C)

If permanently employed D/W, are wages checked against 90% of qualifying layoff wage or Adult calculation method used? ☐ (74-C)
Click or tap here to enter text.

PROGRAM
Is the participant’s Individual Service Strategy (ISS) completed and up to date? ☐

Does the participant’s ISS support the services provided? ☐   
Click or tap here to enter text.	
    
Does file (assessment form/case notes) reflect applicant is in need of individualized services in order to obtain or, if employed, retain employment leading to self-sufficiency?  ☐
Click or tap here to enter text. 	

If received training services, does file (assessment form/case notes) reflect individual is in need of training services in order to obtain, or if employed, obtain or retain employment leading to self-sufficiency?  ☐    
Click or tap here to enter text.

Program of study: Click or tap here to enter text.

If received training services, is training institution on ETPL? ☐
Click or tap here to enter text.

Does the file obtain necessary ETPL documentation? ☐  
Click or tap here to enter text.

Is the training in demand/high growth industry? ☐  
Click or tap here to enter text.

Does the file reflect coordination of financial assistance, including Pell and other financial aid?  ☐ 
Click or tap here to enter text.

Is WIOA- 42 correctly completed? ☐
Click or tap here to enter text.

Review 04’s.  Do they appear reasonable, allowable and necessary?  ☐   
Click or tap here to enter text.

Do all payments directly relate to participant’s ISS? ☐  
Click or tap here to enter text.

Have community and partner agencies been considered in an effort to leverage all available funding? ☐   
Click or tap here to enter text.

Participant exited from program? ☐   

Are follow up services provided? ☐   
(Reviewer note. Career planner can only provide Follow up services to participants placed in unsubsidized employment and have been exited, or if requested by participant and determined appropriate by career planner)
Click or tap here to enter text.

Review case notes: Do case notes contain the following elements?

Clear assessment (eligibility and justification for enrollment). ☐
Click or tap here to enter text.
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Financial decisions documented.  ☐
Click or tap here to enter text.
Was expense reasonable and necessary? ☐
Click or tap here to enter text.
Was their financial coordination or no other resources available? ☐
Click or tap here to enter text.
Is the item required? ☐
Click or tap here to enter text.
If supportive service, is it justified and fully documented? ☐
Click or tap here to enter text.
Amount issued on 04 documented in case notes. ☐
Click or tap here to enter text.
Tell the story/ no gaps in the timeline.  ☐
Click or tap here to enter text.
Justification of changes in participant’s ISS ☐
Click or tap here to enter text.
Objective not subjective ☐
Click or tap here to enter text.
Medical documentation in locked file cabinet ☐
Click or tap here to enter text.

NOTES

Click or tap here to enter text.
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