
WIOA IN-SCHOOL 
ELIGIBILITY TRAINING

Program Year 2023-2024



WELCOME!!!

1. Introductions

2. Contact information (SETA)

3. SETA.net

4. Eligibility criteria

5. Right to work documents

6. Eligibility forms

7. Next steps…

8. Questions
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CONTACT INFORMATION

WIOA In-School Eligibility Training
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❑ Lauren Mechals-Workforce Development Manager

Lauren.Mechals@seta.net

916-263-1751

❑ Ericka Martinez-Workforce Development Planner/WIOA Youth Supervisor

Ericka.Martinez@seta.net

916-263-3864

❑ Janice Cartwright-Workforce Development Professional 111/Technical Assistant

Janice.Cartwright@seta.net

916-263-3845

❑ Stacy Heu-Workforce Development Professional 111/Technical Assistant

Stacy.Heu@seta.net

916-263-3894

mailto:Lauren.Mechals@seta.net
mailto:Ericka.Martinez@seta.net
mailto:Janice.Cartwright@seta.net
mailto:Stacy.Heu@seta.net


HOW TO ACCESS ELIGIBILITY FORMS

(SETA.NET)
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IN-SCHOOL 

ELIGIBILITY 



61. Attending school, including secondary and postsecondary 

2. 16-21 years old

3. Low Income

4. Have one or more of the following barriers:

-Basic Skills Deficient (BSD)

-A youth who is an English Language Learner (ELL) 

-A subject of the juvenile or adult justice system. 

-Homeless, runaway, foster care or aged out of the foster

care system.

-Pregnant or parenting

-Has a disability 

-An individual who needs additional assistance to  

complete an educational program or secure and hold

employment. 
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❖ An emancipated youth.

❖ At risk of dropping out of school.

❖ Repeated at least one secondary grade level or are one year over age for grade.

❖ Have a core grade point average of less than 1.5.

❖ Being treated or referred to an agency for a substance abuse related problem.

❖ Previous dropouts or have been suspended five or more times or have been 

expelled. 

❖ Aged out of foster care. 

❖ Victim of a recent traumatic event or abuse. 

(5% of ISY enrolled can be based solely on meeting this criteria with SETA approval)

ADDITIONAL ASSISTANCE EXAMPLES:



RIGHT TO WORK 

DOCUMENTS 
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1. I-9, W-4 needed for eligibility, employment, and WEX.

2. Form of Identity: 

-Driver’s License, DMV Identification card, School ID etc.

3. Form of Employment Authorization:

-Social Security card, Birth certificate, U.S citizen ID card, employment  

authorization document issued by department of homeland security, etc.

4. Form of Identity and Employment Authorization: 

-U.S passport, Permanent Resident Card, Employment Authorization

Document that contains a photograph, etc. 

https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf

https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf


CALJOBS 

REGISTRATION 
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All youth must register for CalJOBS 

They will be creating an account and most information will be transferred 

over to their WIOA application after WIOA Youth eligibility is approved. 

-Youth can use CalJOBS to job search 

https://staff.seta.net/app/uploads/2020/07/Fillable-WIOA-CalJOBS-Registration-
Form-Youth-1.pdf

❖ SETA will create a CalJOBS account for Case Managers

-Case Managers will use CalJOBS to record services they provide to their 

youth in activity codes, case notes, confidential information, and supportive 

services. 

Do not submit paper version with eligibility packet

https://staff.seta.net/app/uploads/2020/07/Fillable-WIOA-CalJOBS-Registration-Form-Youth-1.pdf


WIOA YOUTH 

ELIGIBILITY 

PACKET 
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1. WIOA Youth Control Log (Hard file ONLY) 

2. Barrier Form (Hard file ONLY)

3. Verification Source (Hard file ONLY)

4. Income Calculation Worksheet (Hard file and Scanned in CalJOBS)

5. I.S.S (Individual Service Strategy) (Hard file and Scanned in CalJOBS)

6. WIOA Youth CalJOBS Registration (Online do not need to print or scan)

7. Youth Addendum (Hard file and Scanned in CalJOBS)

8. Selective Service (If applicable) (Hard file and Scanned in CalJOBS)

9. Form of Identity and/or Employment Authorization (Hard file and scanned in 

CalJOBS)

10. Appropriate supporting documentation to determine eligibility (paystubs, 

homeless verification, pregnant/parenting, foster care, etc.) (Hard file and 

Scanned in CalJOBS)

11. Work permit signed by school counselor (ISY youth under the age of 18) (hard 

file ONLY)



WIOA YOUTH CONTROL LOG 14

➢ Use as a cover sheet when submitting eligibility packets. When you 
register youth on CalJOBS –include app ID under application #.

https://staff.seta.net/app/uploads/2020/07/Fillable-WIOA-Control-Log.pdf

https://staff.seta.net/app/uploads/2020/07/Fillable-WIOA-Control-Log.pdf


YOUTH BARRIER FORM 15

https://staff.seta.net/app/uploads/2023/01/Fillable-WIOA-Youth-Barrier-Form-ISY-2023.pdf

https://staff.seta.net/app/uploads/2023/01/Fillable-WIOA-Youth-Barrier-Form-ISY-2023.pdf


VERIFICATION SOURCE 16

https://staff.seta.net/app/uploads/2022/10/Updated-Verification-Source-
Form-PDF-1.pdf

https://staff.seta.net/app/uploads/2022/10/Updated-Verification-Source-Form-PDF-1.pdf


INCOME CALCULATION SHEET 
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❖ To be filled out and 
submitted ONLY if low 
income verification is 
needed. 

https://staff.seta.net/app/uploads/2023/07/Fillable-Income-Calculation-
Worksheet-7.10.23.pdf

https://staff.seta.net/app/uploads/2023/07/Fillable-Income-Calculation-Worksheet-7.10.23.pdf


LOW INCOME CALCULATION 
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❖ To be referenced if 
determining if 
youth/household is 
considered low 
income.

❖ Only needed if you 
need to verify income.

https://edd.ca.gov/siteassets/files/Jobs_and_Training/pubs/wsd21-
06att1.pdf

https://edd.ca.gov/siteassets/files/Jobs_and_Training/pubs/wsd21-06att1.pdf


HIGH POVERTY ZIP CODE/AREA 
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❖ Form of low 
income 
verification if 
youth lives in 
the following 
zip codes. 

❖ A link on the 
document can 
assist you to 
determine 
census tract 
information for 
specific 
addresses.

https://staff.seta.net/app/uploads/2023/07/WIOA-Youth-Program-High-
Poverty-Area-Zip-Codes-PY-2023-2024.docx

https://staff.seta.net/app/uploads/2023/07/WIOA-Youth-Program-High-Poverty-Area-Zip-Codes-PY-2023-2024.docx


FREE/REDUCED SCHOOL LUNCH 
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❖ California’s statewide Universal Meals Program for school children, 
has expanded free breakfast and lunch for ALL children each school 
day.

❖ Therefore, the use of a free/reduced school lunch letter indicating a 
student receives free lunch will only be accepted for low income 
verification if: 

-Individual student’s eligibility to receive free or reduced price lunch 
based on their income level. (Must be specified in letter)



INDIVIDUAL 

SERVICE 

STRATEGY (I.S.S) 



❑ The plan you discuss with the youth that lists barriers and services 

that will be provided through their enrollment in the WIOA Youth 

program. 

❑ Pre and Post I.S.S are scanned in to CalJOBS.

❑ Any changes to the I.S.S after enrollment is documented in a case 

note.

Individual Service Strategy (I.S.S)



PRE (I.S.S)
23

https://staff.seta.net/app/uploads/2023/06/Final-INDIVIDUAL-SERVICE-
STRATEGY-23-24-PY-PDF.pdf

❖ To be filled out at time of 
enrollment or prior. 
Showing barriers the 
youth is being enrolled 
with. 

❖ Make sure it is signed and 
dated by the case manager 
and youth.

❖ Complete sections as the 
youth services are 
successfully/unsuccessfully 
completed throughout the 
program year. 

❖ Upload into CalJOBS

https://staff.seta.net/app/uploads/2023/06/Final-INDIVIDUAL-SERVICE-STRATEGY-23-24-PY-PDF.pdf


POST (I.S.S)
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❖ Sections should be 
completely filled 
out to portray 
services completed 
or not completed.

❖ Exit portion needs 
to be filled out 
showing what 
barriers youth has at 
time of exit.

-Upload I.S.S into CalJOBS when exiting youth



BI MONTHLY 

REVIEWS

❖ Determines the services that are still needed, and goals for the youth.

❖ Documents the progress to completing the goals.

❖ Changes assist monitor/audit on the youths program flow and other 

documentation or case notes to look for or not look for.

❖ Continues the story telling of the youth leading to exit. 



BI MONTHLY 

REVIEWS

❖ The I.S.S is reviewed 
every other month 
to determine any 
changes to the 
youth’s initial plan.

❖ The date it is 
reviewed needs to 
be documented in 
the hard file with 
the Case managers 
initials and a 
corresponding case 
note in CalJOBS.



O*NET INTEREST 

PROFILER

❖ Youth career exploration tool to use to complete the “Labor Market 

Information” section on the Individual Service Strategy (I.S.S).

https://www.mynextmove.org/explore/ip

https://www.mynextmove.org/explore/ip


YOUTH ADDENDUM 
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https://staff.seta.net/app/uploads/2023/03/Final-Updated-Youth-Addendum-PDF-1.pdf

❖ Supports the Barrier Form 
on making sure the youth 
is eligible for the WIOA 
Youth Program. 

❖ Make sure case manager 
and youth sign and date. 
(if under 18, needs 
parent/guardian signature)

https://staff.seta.net/app/uploads/2023/03/Final-Updated-Youth-Addendum-PDF-1.pdf


IDENTITY/EMPLOYMENT 

AUTHORIZATION 
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SUPPORTING 

DOCUMENTATION 

FOR ELIGIBILITY (IF 

APPLICABLE) 



SELECTIVE SERVICE 
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❖ Verification of registration 
on the website: 
https://www.sss.gov/

❖ Due to this program 
being federally 
funded, Male youth 
18-25years old must 
be registered for 
selective service

https://www.sss.gov/


SELECTIVE SERVICE 
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https://www.sss.gov/wp-content/uploads/2020/11/WhoMustRegisterChart.pdf

https://www.sss.gov/wp-content/uploads/2020/11/WhoMustRegisterChart.pdf


APPLICANT STATEMENT 
33

❖ Limited use as a last 
resort, with SETA 
approval.

https://staff.seta.net/app/uploads/2020/07/Fillable-Applicant-Statement.pdf

https://staff.seta.net/app/uploads/2020/07/Fillable-Applicant-Statement.pdf
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OTHER DOCUMENT EXAMPLES 

➢Foster Care Verification

➢Pregnant/Parenting

➢Homeless Shelter Letter/Verification

➢Probation Letter or verification of Juvenile Justice involved



SUBMIT ELIGIBILITY 

PACKETS TO 

YOUTHMIS@SETA.NET
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YOUTHMIS@SETA.NET 

➢Scan eligibility packets (applications) to the email above and your technical 

assistant support staff will reply if corrections are needed

➢They will review all documentation and make sure you are not missing 

anything. 

➢Please be patient as it may take a couple of days to hear a response as packets 

are reviewed at a first come first serve basis. 



CUSTOMER FLOW 37

RECRUITMENT/

ELIGIBILITY 

YOUTH CALJOBS 

REGISTRATION (WAGNER-

PEYSER)

SUBMIT ELIGIBILITY 

PACKET TO 

YOUTHMIS@SET.NET

RECEIVE EMAIL FOR 

APPROVAL/ERRORS

WHEN APPROVED CREATE 

WIOA APP AND AC CODES 

412, 413, 433.

CASE NOTES AND ACTIVITY 

CODES MUST BE ENTERED 

TO DOCUMENT SERVICES. 

(WITH A MATCHING DATE)

ALL BARRIERS MUST BE 

ADDRESSED FROM I.S.S (A 

MINIMUM OF 1 SERVICE PER 

MONTH)

YOUTH SHOULD BE 

ENROLLING ACCORDING TO 

PPO AND EXITING WHEN 

SERVICES ARE COMPLETE

CLOSE ALL ACTIVITY 

CODES, EXIT CASE NOTE, 

SUBMIT EXIT FORM TO 

YOUTHMIS@SETA.NET

YOUTH BEGIN FOLLOW 

UP PERIOD (4 QUARTERS)

PROVIDE FOLLOW UP 

SERVICES IF NEED. 

(COMPLETE FOLLOW UP 

FORM AND FOLLOW UP CASE 

NOTES)

❖ You must provide a service at least once a month. 
❖ If you go 90 days without a service CalJOBS will soft exit your youth from the system.
❖ Set up alerts on CalJOBS so you do not forget to close activity codes on time and cause a system closure.



NEXT STEPS…..
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❑ CalJOBS account will be created and login credentials will be emailed to you. (If you do 

not have an account)

❑ CASAS Training will be provided and new staff will need to complete certificate training. 

(An account will be created if you do not have one already, after certificates are received)

❑ Case note and Activity Code Training/CalJOBS training will be scheduled next. 

❑ Start recruiting youth and sending eligibility packets to YouthMIS@seta.net, reach out to 

support staff if assistance is needed. 

mailto:YouthMIS@seta.net


THANK YOU!!


