Youth Services and Eligibility

Youth Overview Page 2
General Eligibility Page 4
Youth Eligibility Page 6
Youth Enroliment Page 12
Youth Services Page 15

Revised July, 2008



WIA Title IB Youth Case Management Manual Youth Program
Title IB Youth Overview

Purpose: The Workforce Investment Act (WIA) Title IB Youth Program provides
services to youth ages 14-21. The main thrust of the Youth Program is to increase
the focus on longer-term academic and occupational learning opportunities and
provide long-term comprehensive service strategies. Youth services are provided to
in-school youth and out-of-school youth ages. The Local Area | Workforce
Investment Board and Youth Council have prioritized working with youth who are
between the ages of 16 to 21. The Youth Program is designed to prepare Kansas’
youth to either enter post-secondary education, training or employment upon
completion of their secondary education.

Guiding Principles: Federal investments in research and demonstration initiatives
have shown that there are seven guiding principles for successful transition from
school to adult life. Employment Specialists are strongly encouraged to use these
as a framework for developing service strategies for youth participants:

* Access to high-quality standards-based education, regardless of the setting;
* Information about career options;

* Exposure to the world of work;

* Opportunities to develop social, civic, and leadership skills;
* Strong connections to caring adults;

* Access to safe places to interact with their peers; and

* Support services to allow them to become independent adults.

Key Definitions:

1. Older Youth - Youth Ages 19-21

2. Younger Youth — Youth Ages 14-18

3. Out-of-School Youth - An out-of-school youth is defined as an eligible youth
who is a school dropout (and does not attend an alternative school or has not
received a secondary school diploma or its recognized equivalent); or is an
eligible youth who has either graduated from high school or holds a GED, but is
basic skills deficient, unemployed, or underemployed.
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Please note: If a youth is attending an alternative school at the time of
enroliment, the youth does not meet the requirement for “out-of-school” youth.
However, once a youth is determined eligible as an “out-of-school” youth and
enrolled in the program, he/she can then attend an alternative school or receive

alternative school services and it will not disqualify them as an “out-of-school”
youth.

Youth Goals:

Older Youth Goals (Ages 19-21) (Primarily Out-of-School)

1.

To build the level of basic skills, especially mathematics, necessary to
successfully complete secondary education and postsecondary opportunities;
To provide vocational counseling regarding the world of work, use of judgment
and decision making skills;

To provide comprehensive training that results in skill development and

credentials; and ultimately

To assist youth in obtaining and retaining employment.

Younger Youth Goals (Ages 14-18) (Primarily In-School)

1.

To build the level of basic skills, especially mathematics, necessary to
successfully complete secondary education and future postsecondary
opportunities;

To develop basic work maturity skills including communication and problem
solving skills, creating an understanding of the world of work and developing
appropriate universal work habits; and,

To provide work experiences that broadens the options for vocational
exploration, which allows youth to practice the skills necessary to be a

successful worker without significant risk of resources in a specific career
direction.
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General Youth Eligibility Requirements

Youth Program

General Eligibility Requirements: All potential enrollees must document Social

Security, Citizenship, Age, and Selective Service Registration.

e Social Security (acceptable documentation)

O

O

O

O

O

* Selective Service Registration (acceptable documentation)

0O

o}

O

O

O

O

O

@]

DD-214 Report of Transfer or Discharge
Employment Records

IRS Form Letter 1722

Letter from Social Service Agency

Pay Stub

Social Security Benefits

Social Security Card

W-2 Form

Acknowledgement letter

DD-214 Report of Transfer or Discharge
Registration by designated WIA Official
Selective Service registration Card
Selective Service System Contact

Selective Service Verification Form
Stamped Post Office Receipt of Registration
WWW.SSS.QoV

e Citizenship (acceptable documentation)

O

o

O

Alien Registration Card indicating Right to Work
Baptismal Certificate (if place of birth is shown)
Birth Certificate

DD-214 Report of Transfer or Discharge

Food Stamp Record

Foreign Passport Stamped Eligible to Work
Hospital Record of Birth

Naturalization Certification
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O

O

O

Public Assistance Records
U.S. Passport

Voter Registration Card

¢ Birth Date/Age (acceptable documentation)

O

O

O

Baptismal Certificate

Birth Certificate

DD-214 Report of Discharge or Transfer
Driver's License

Federal, State, or Local Government ID Card
Hospital Record of Birth

Passport

Public Assistance/Social Service Records
Work Permit

An eligibility assessment and income test worksheet that is not valid after 45 days if
not submitted to the AAO for approval.
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Youth Program Eligibility Requirements

Eligible youth are defined as:

Revised July, 2008

Age 14 through 21, inclusive AND
Low income AND
Meets one or more of the following categories
o Deficient in basic literacy skills
o School dropout
o Homeless, runaway or foster child
o Pregnant or parenting
o Offender
o Requires additional assistance to complete an education program to

secure or retain employment (includes youth with disabilities)

Deficient in Basic Literacy Skills Definition

“Deficient in basic literacy skills” is defined as “an individual who computes or
solves problems, read writes or speaks English at or below grade 8.9.” Any
assessment instrument used to determine an individual's basic literacy skills
must be generally accepted and must provide results in (or can be converted to)
a grade/year and grade/month format. For those individuals where recent

assessment scores are not available, the KCS will be utilized to determine basic
literacy skill levels.

Disabled Youth
A disabled youth, in accordance with WIA Section 101, whose family does not
meet the income guidelines, may be eligible if the youth’s own income meets the

income eligibility guidelines for cash payments under any federal, state or local
public assistance.

Face Barrier to Employment (Five percent youth not low-income) Local Area |

will comply with Federal Regulation, Section 664.220 which allows for five
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percent (5%) of youth to be served that do not meet the income criterion. These

youth must fall within one or more of the following categories.

O

O

O

School dropout

Basic skills deficient

One or more grade levels below the grade level appropriate for the
individual's age

Pregnant or parenting

Possess one or more disabilities (including learning disabilities)
Runaway

Offender
Attending alternative school (identified by Local Area | LWIB)

Receiving treatment for drug or alcohol dependency (identified by Local
Area | LWIB)

e Sixth Youth Eligibility Criterion Definition

O

Local Area | defines an individual who requires additional assistance to

complete an educational program as a youth who meets one or more of

the following criteria:

* Previously dropped out of an educational program

* Has poor attendance patterns in an educational program during the
last twelve (12) calendar months

* Has below average grades

Local Area | defines an individual who requires additional assistance to

secure and hold employment as a youth who meets one or more of the
following criteria:

* Has no vocational/educational goal
* Has a poor work history (including no work history)
* Has been fired from a job in the last six (6) months

¢ Out-of-School Youth

Thirty percent (30%) of all youth funds must be used to provide activities to out-

of-school youth. Out-of-school youth are defined as either 1) a school dropout or
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2) a youth who has receive a high school diploma or GED, but is basic deficient,
unemployed or underemployed.
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Youth Eligibility Documentation:

¢ Individual Status/Family Size

O

O

O

Birth Certificates

Decree of Court

Divorce Decree

Landlord statement or Lease Agreement

Marriage Certificate

Most Recent Tax Return

Public assistance/Social Security Agency Records
Public Housing Authority Records

Written statement from Care Facility or Institution

» Individual/Family Income — Complete Income Test Sheet

(@]

Family income means all includable income received by all members of
the family during the six-month period prior to application/registration,
annualized by multiplying the six-month income by two.

The composition of the family is determined as of the date of the
application/registration. Therefore, the income of prior family members
who may have comprised part of the family during the past six months but
are no longer members of the household (i.e., a divorced, separated or
deceased spouse, or other family member) would not be counted for
income determination purposes. Only the income of members of the

current family should be counted and applied against the current family
size.

NOTE: An income test sheet must be completed for all potential youth

participants regardless of Public Assistance status.

o Deficiency in Basic Literacy Skills

o Assessment Scores by a generally accepted standardized test.
o School Records
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e Pregnant of Parenting

O

O

o}

O

O

o

Birth Certificate

Hospital Record of Birth

Physician’s Verification

School Records

Statement from Social Service Agency
Child’s Social Security Cards

e School Dropout

0O

O

Dropped letter

School Letter of Verification

* Homeless — Considered Family of One (Income Test Sheet MUST be completed

O

O

O

O

Written Statement from Individual Providing Temporary
Residency

Written Statement from Shelter

Written Statement from Social Service Agency

e Offender

O

O

O

e}

Court Documents

Letter of Parole

Letter from Probation Officer
Police Records

Halfway House Verification

» Disability — Considered Family of One — Income Test Sheet MUST be
completed.

(e}

O

O

Letter from Drug or Alcohol Rehabilitation Agency
Letter from |IEP Team Stating Specific Disability
Medical Records

Physician’s Statement
Psychiatrist's/Psychologist’'s Diagnosis
Rehabilitation Evaluation

School Record Stating Specific Disability

Social Service Records/Referral

Social Security Administration Disability Records
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o Veterans Administration Letter/Records
o Vocational Rehabilitation Letter
o Workers Compensation Record
¢ Sixth Youth Eligibility Criterion
o School Records
o Employer Verification
» Face Barrier to Employment (Five percent youth not low-income)
o Documentation of Barrier
o Letter of consideration from potential client, parent, and Employment

Specialist requesting the 5% exception.

Revised July, 2008
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Youth Enroliment/Point of Participation

Point of Participation

All youth who are determined WIA eligible and meet Conditions 1, 2 AND 3, below,
are considered a participant in WIA and should be enrolled.

Condition 1 - Individual provides a social security number or identification number
in lieu of a social security number and is given the opportunity to provide basic

demographic information on age, race, ethnicity and disability status
Condition 2 - Individual Received any service beyond eligibility determination.

Condition 3- Service Provided with WIA Funds

This includes service received either at a physical location or electronically that are
either fully or partially funded by WIA funds.

In order to enroll a youth in the Title IB Youth Program the following steps must
be taken:

The eligibility assessment along with all documentation is submitted for

approval.

* All'enroliments must include a copy of the school’s confidentiality release.

» Anindividual service strategy must be completed for all youth participants. It
should include explanation of an age-appropriate career goal and consideration
of the assessment result for each youth. An Individual Educational Plan (IEP)
may be used in conjunction with the Individual Service Strategy.

» Each youth must undergoe a basic skills assessment and interest survey.

» If a participant is deficient in basic skills, the individual must set, at a minimum,
one basic skills goal.
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¢ Provision of services and referrals are documented in the Kansas Works
System.

e The following forms must be completed along with documentation when
submitted to the AAQO for approval:

¢]

O

O

O

O

O

Youth Enrollment Form

Information Disclosure Form

Complaint and Grievance Procedure — Signed by client &
Parent/Guardian if youth is under 18.

Assessment Results

Budget forms (If applicable)

Individual Service Strategy

» All services that require the use of WIA Funds are approved by the AAO prior to
the provision of services.

Miscellaneous Youth Enroliment Policies:

o If WIA Participant requires additional services that were not illustrated in the

original Individual Service Strategy, the Employment Specialist must submit an

addendum to the Service Strategy along with all applicable documentation,
justification, and budget.
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Youth Program Elements:

Local Area | will offer youth a broad range of coordinated services. Youth
services may include opportunities for assistance in:

e Academic and occupational learning
¢ Developing leadership skills

e Preparation for further education

¢ Additional training

e Eventual employment
The local programs must provide elements consisting of:

e Tutoring, study-skills training, and instruction leading to the completion of
secondary school including drop-out prevention strategies;

e Alternative secondary school services:

e Summer employment opportunities directly linked to academic and
occupational learning;

e Paid and unpaid work experiences, including job shadows and
internships;

¢ Occupational skills training;

o | eadership development opportunities;

¢ Supportive services;

¢ Adult mentoring for the period of participation;

» Follow-up services for no less than 12 months after the completion of the
participant; and

» Comprehensive guidance and counseling.
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Youth Services

* All other services must be described in detail in the Individual Service Strategy.

* Approval must be given prior to providing youth services which require the use
of WIA Title 1B funds

¢ All vendors must complete an MOU with the LAI LWIB.

e All Services must be entered into KSL.
Individual Youth Services Description and Policies

e Comprehensive Assessment

o Definition - Participation in a comprehensive and specialized assessment in
order to determine participant’s skill level and service needs. This may
include diagnostic testing and the use of other assessment tools. It may also
include in-depth interviewing and evaluation with supporting documentation,
to identify employment barriers and appropriate employment goals.

o Policy — An MOU must be in place with all assessment vendors prior to
conducting the assessment. The assessment results must be placed in the
participant’s file.

o Funding Limit - $100 per assessment

o Documentation Required
= Budget
» MOU

o Workshops/Prevocational Service
o Definition - This service may include life skills workshops, workshops
dealing with the world of work, or workshops to remove barriers to
employment. Each workshop should be directly related to the individual
participant’s goals and barriers. Workshops are usually short-term — 1 to 2
days. Prevocational Services are designed to help prepare the participant for
unsubsidized employment or training. These services may include the

development of learning skills, communication skills, interviewing skills,
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