Youth 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. 
Participant 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.

SPECIFIC ELIGIBILITY - Youth: 

Out of school youth:  ☐    
Click or tap here to enter text.

Youth must also be a member of a barrier group.  

Barrier group selected (Reviewer Note review 73-Y)
School drop out on date of enrollment ☐ 
Homeless ☐
Runaway ☐
Foster Care ☐
Offender ☐
[bookmark: _GoBack]Pregnant or Parenting ☐
Individual with a disability ☐
Low-income with high school diploma or its recognized equivalent and is either basic skills deficient or an English Language Learner ☐

Barrier group documented and verified? ☐	
Click or tap here to enter text.

Does individual meet the definition of “low income” ☐   
Click or tap here to enter text.

“Low income” is documented and verified: ☐
Click or tap here to enter text.

If NOT low income, is the “5% window” category documented and verified with approval from AE? ☐
 Click or tap here to enter text.

“5% Exception” enrollees must also be a member of a barrier group.  Is the barrier group documented and verified?  ☐
Click or tap here to enter text.

PROGRAM:
Is the participant’s Individual Service Strategy (ISS) completed and up to date? ☐
 
Are services provided consistent with the youth’s ISS (training and/or employment goals)? ☐
Click or tap here to enter text.

Did the career planner enter the correct participant group to identify work based learning activities? ☐
Both Work Experience and Internship services for youth should be 825 not 820.
Click or tap here to enter text.

Does the file/case notes/ISS and IdahoWorks reflect access to the 14 youth program elements when appropriate for the individual? ☐
Click or tap here to enter text.

Select which Youth elements are documented in IdahoWorks (can be found in S&T) and the ISS?
	Tutoring ☐
	Alternative school services or dropout recovery services ☐
	Work based learning ☐
	Occupational skills training ☐
	Education offered concurrently ☐
	Leadership development opportunities ☐
	Supportive services ☐
	Adult mentoring ☐
	Follow-up services ☐ (required when exited)
	Guidance and counseling ☐
	Financial literacy education ☐
	Entrepreneurial skills training ☐
	LMI ☐
Activities that help youth prepare for and transition to postsecondary education and training ☐

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.

Do those issued during follow-up appear appropriate? ☐
Click or tap here to enter text.
 
Are youth incentive payments appropriate and well documented? ☐
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.

Are supportive services reasonable and necessary?  ☐
Click or tap here to enter text.

Are Youth incentives used correctly and well documented? ☐
Click or tap here to enter text.

Is the participant in follow up? ☐ (Follow up is required for all youth participants)

What services are being provided during follow up?
Click or tap here to enter text.

Review Youth supportive service payments during follow up
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.
	Financial decisions documented.  ☐
	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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