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What does W.I.O.A stand for?



Workforce 

Innovation 

and 

Opportunity 

Act

This is a federally funded Youth program 
and you are a case manager for our 
WIOA Out-of-School Youth Program 
(Sacramento County). Your agency is a 
provider under SETA Sacramento Works.



ACCESSING FORMS, 
TRAININGS, AND 

RESOURCES FOR THE 
WIOA YOUTH PROGRAM



Everything you 

need is on the 

SETA.NET 

website

Reference Video: Click Here

1. Scroll to the bottom of the 
home page and you will find 
the staff resources page
link.

2. Click Directives & 
Resources

3. Click WIOA Youth Program Forms OSY/ISY

seta.net
Seta.net WIOA Youth Forms Video.mp4


OUT-OF-SCHOOL PROGRAM 
ELIGIBILITY CRITERIA



OSY Program Eligibility 

1. Not Attending School

2. 16-24 years old

3. Have one or more of the following barriers:
• A recipient of a secondary school diploma or its 

recognized equivalent who is low income & basic skills 
deficient and/or English Language Learner

• A low income individual who requires additional 
assistance to enter or complete an education program 
or to secure or hold employment

• A school dropout

• Pregnant or Parenting 

• Youth with a disability 

• Youth who is within the compulsory 
school attendance, but has not 
attended school for at least the most 
recent complete school year calendar 
quarter

• Offender (individual who is subject to 
the juvenile or adult justice system)

• Homeless and/or runaway

• Foster Care or has aged out of the 
foster care system

• Youth eligible for assistance under 
section 477 of the Social Security Act

• Out-of-home placement 



Examples of Additional Assistance

▪ An emancipated youth

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

▪ Has never worked before or has limited work experience

▪ Has been fired from a job within 12 months prior to application

▪ Victim of a recent traumatic event, victims of abuse, or reside in an abusive 
environment as documented by a school official or other qualified professional

▪ Has serious emotional, medical or psychological problems as documented by a 
professional 

▪ Gang Affiliated 



RIGHT TO WORK 
DOCUMENTS



All Youth Must Have Right to Work 
Documentation (Not expired or due to expire)

Examples from the I-9 Form include:

1. Form of Identity:

• Drivers License, State Identification Card, U.S Military Card etc. 

2. Form of Employment Authorization:

• Social Security Card, Birth Certificate, U.S Citizen ID card etc.

3. Form of Identity and Employment Authorization:

• U.S Passport, Permanent Resident Card, Employment Authorization Document that contains a 
photograph etc.

Click here for the List of Acceptable I-9 Documents

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


SELECTIVE SERVICE



MALE Youth 18-25years Old MUST Register

❑ Youth who are 6 months from turning 18 at the time of enrollment must pre-
register.

❑ Youth can register and verify Selective Service Registration on the selective 
service website below:

https://www.sss.gov/

❑ Required information to 
register:

• Full Name
• Home Address
• Social Security Number
• Date of Birth
• Email and Phone #

❑ Required information to 
verify registration:

• Last Name
• Social Security Number
• Date of Birth

https://www.sss.gov/


Registration Acknowledgment Letter or copy of 
mailed form (replace mailed form with letter 

once registered online)

Click here for a list of who must register and a few exceptions:

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

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


CALJOBS REGISTRATION



All Case 

Managers 

Need a 

CalJOBS 

Account

❑ SETA will create a CalJOBS account for you and send you 
your login information through email.

❑ You will be using this account to document the 
participant’s progress while they are enrolled in the 
WIOA Youth Program. 

❑ Documentation includes; WIOA Application after SETA 
approval, services you provide (activity codes), 
explanation of services (case notes), right to work docs, 
performance measures (MSG, credential etc.), and 
accessing reports. 

https://www.caljobs.ca.gov/vosnet/loginintro.aspx

The link below will take you to the login page:

https://www.caljobs.ca.gov/vosnet/loginintro.aspx


All Youth 

MUST 

register for 

CalJOBS

❑ All youth must create an account that will allow pre 
approval information to be transferred to their WIOA 
application after WIOA Youth eligibility is approved by 
SETA staff.

-The youth can create their own account or a Case 
Manager can “create and individual” within their account. 

❑ Youth will receive emails with job postings and 
resources and can use CalJOBS to job search. 

Note: The account accessibility for the youth and the 
case manager are not the same and the portal home 
looks different.



They may 

have 

already 

pre-

registered!

❑ A youth may have already went into a Job 
Center/Agency and registered for CalJOBS previously.

❑ Make sure to check if a youth already has an account by 
using their first/last name, and/or last 4 of social or full 
social security number. 

❑ If the youth is already linked to a CalJOBS account check 
to see if they have a WIOA App too. [Title 1-Workforce 
Development (WIOA)]

Click the link below to view the “how to” video:

CalJOBS-Checking for previous registration(WP) and WIOA App

Note: If there is a WIOA App already showing in their 
programs, then email SETA staff to request approval 
to be able to re-enroll the youth and be able to send 
an eligibility packet. 

CalJOBS Checking for previous registration and WIOA app.mp4


Job 

Seekers 

Code of 

Conduct

All youth must 
be informed of 

our Code of 
Conduct when 
visiting any of 

our Sacramento 
Works  

America’s Job 
Centers in 
California 
(AJCC).



Grievance 

Procedures

All youth must be 
informed of our 

WIOA 
Complaint/Grievance 

Procedures if ever 
they feel 

discriminated or 
would like to file a 

complaint.



Authorization 

of Release of 

Confidentiality

All Youth must 
sign the 

Authorization 
for Release of 
Confidential 
Information 

Form.



EMAILING ELIGIBILITY 
PACKETS



YouthMis@seta.net

❑ Scan/email all eligibility packets (applications) to the email above and a Technical 
Assistant Support Staff will review.

❑ Do not CC any other emails as the packets contain sensitive information. 

❑ Once all documentation is reviewed, you will receive an email response with either 
approval, disapproval, or if corrections are needed/missing information.

❑ Packets are reviewed at a first come, first serve basis.

❑ The packet should be dated within 1 week it is emailed to SETA.



Eligibility Forms No Longer Being Used 

WIOA Youth App Control Log

Verification Source Form





WIOA YOUTH ELIGIBILITY 
PACKET FORMS



Youth 

Barrier & 

Verification 

Form



Youth Barrier & Verification Form

➢ Use as a cover sheet when submitting eligibility packets.

➢ When youth are registered on CalJOBS there is an 
Application ID linked to their Wagner Peyser CalJOBS 
registration, you will need to provide this number.

➢ This form consists of requirements for program 
enrollment and applicable barriers to be eligible to apply.

➢ Make sure to attach all documentation being used for 
verification.



First 3 boxes MUST be 
marked for ALL youth

If #1 and/or #2 are ONLY
marked as a barrier, then 
low income verification IS

needed.

Male youth 17.5 yrs+ must register
for selective service

Each provider can enroll 1 youth 
over income per program year 

with pre approval from SETA



Examples of documentation accepted for 
verification

➢ Assessment Test Scores
➢ School Records (transcripts, attendance, report card)
➢ Documentation from Adult/Juvenile Criminal Justice System, 

referral document, probation etc. 
➢ Foster Care Agency referral, confirmation from social services 

agency, letter from case worker etc. 
➢ Copy of birth certificate, medical records confirming pregnancy, 

(WIC) eligibility verification etc. 
➢ Medical records, physician notes, IEP/504 plan, letter from school 

etc. 
➢ Letter from Homeless shelter or social services agency.
➢ Self Attestation



Youth 

Addendum



Youth Addendum

➢ Supports the Barrier and Verification Form on 
determining if the youth is eligible for the WIOA Youth 
Program.

➢ Barriers marked on the Youth Addendum must match 
barriers marked on the Youth Barrier and Verification 
Form.

➢ This form must be signed and dated by the case 
manager and youth-Wet signature or verified electronic 
signature (Adobe Pro, Docusign etc.)

➢ If youth is under 18yrs old, parent/guardian 
signature is also required.



All fields/questions 
need to be answered 
when submitted or it 
will be sent back to 
you for revision.

If low income 
verification is not 

needed due to barriers, 
please complete family 
size and input zero on 

income fields/total 
family income.

This section should only 
be filled out if Additional 
Assistance is a barrier 
marked on the Youth 

Barrier and Verification 
Form

Youth and case manager 
signature/date is required 

(parent/guardian if under 18yrs)



Definitions

Not Attending School=an individual not attending secondary or post secondary school. If a youth is 

enrolled in WIOA Title III Adult Ed., YouthBuild, Job Corps, high school equivalency program, or drop out 
re-engagement programs, they are considered Out of School Youth for eligibility purposes. 

Offender=Any adult or juvenile who has been subject  to any stage of the criminal justice process, for 

whom services under the WIOA may be beneficial. Require overcoming barriers to employment resulting 
from a record of arrest or conviction.

School Dropout=an individual who is no longer attending any school and who has not received a 

secondary diploma/equivalent. 

Compulsory School Age=Between the ages of 6-18 years old. On their 18 birthday they are no 

longer subject to compulsory attendance. If they choose not to attend school after turning 18 they may be 
reported as a dropout. (must not have attended school for a school/calendar quarter)

Out-of-home Placement=Placements and services provided to youth and families when a youth 

must be removed from their homes because of safety concerns as a result of serious parent-youth conflict, 
or to treat serious physical or behavioral health conditions which cannot be addressed within the family. 
(court ordered and may live with kinship or relatives’ homes, family foster homes, treatment foster homes, 
or group or residential care)

Basic Skills Deficient=A youth who has English, reading, writing, or computing skills at or below 8th

grade level of a generally accepted standardized test (CASAS Assessment-separate training)

Pregnant or parenting=An individual who is pregnant or a custodial or non-custodial parent 

including non-custodial fathers.

Meets Governors special barriers to employment=includes barriers such as transgender & 

gender nonconforming individuals, immigrants, unskilled or under-skilled low-wage workers, youth 
disconnected from the education system or employment etc.

Emancipated youth=under the age of 18 and either entered a valid marriage, active duty of armed 

forces, or received declaration of emancipation pursuant to CA Family Code 7122.

Runaway youth=under 18 years who absents themselves from home or legal residence without 

permission of a parent/legal guardian.

Substantial cultural barriers=perceive themselves as possessing attitudes, beliefs, customs or 

practices that may influence a way of thinking, acting or working that may serve as a hinderance to 
employment.



*All barriers must match on both forms



Youth 

Income 

Calculation 

Worksheet



Youth Income Calculation Worksheet

➢ This form should be filled out and submitted ONLY if 
low income verification is needed. 

➢ If youth is considered low income due to High Poverty 
Area, receiving Cal Fresh/food stamps etc. You still need 
to attach this form with the top portion filled out and 
box marked for “Youth automatically considered low 
income”.

➢ All verification of income when using this form should be 
attached, such as paystubs, proof of Cal Fresh, Census 
Tract etc. 



If youth are automatically 
considered low income due to 

reasons like high poverty 
area/zip code, Cal Fresh, SSI etc., 
mark the check box and use the 
following 2 drop down menus to 

specify verification. If this section 
is marked you DO NOT need to fill 

out the rest of the form. 

If payments fluctuates 
monthly, use the right 
side of this form.

This form will automatically 
calculate income for 6 
months based on numbers 
inputted.

Based on the frequency of 
payment, use the row(s) that 
fit best on the left side of the 
form.

Use this as a reference to 
determine if the 6 month 
$ total is considered low 
income based on family 
size.



Income Inclusions/Exclusions For Low 
Income Determination

❖ On the next slide you will see a form that is useful to determine what type of 
income should be included in the youth calculations or not included.

❖ If the income is listed on the INCLUDED side, then this should be included on the 
Youth Income Calculations Form.

❖ If the income is on the EXCLUDED side, then you should not include on the Youth 
Income Calculations Form, but verification must still be attached/applicant 
statement, if needed.





High Poverty Zip code/Area

❖ If a youth resides in a high poverty zip code from the provided list below, they are 
automatically considered low income and you do not need income calculations. The top portion 
of the Income Calculation Worksheet must still be filled out. (These may change once a year 
and you will be updated)

❖ A youth living in a high poverty area is automatically considered to be a low-income individual. A 
High poverty area is a census tract that has a poverty rate of at least 25% as set every 5 years 
using American Community (ACS) 5-year data. 

These links below can assist you in searching a specific residential address to determine poverty rate:

https://geomap.ffiec.gov/ffiecgeomap/

https://mtgis-
portal.geo.census.gov/arcgis/apps/experiencebuilder/experience/?id=ad8ad0751e474f938fc983454
62cdfbf

https://geomap.ffiec.gov/ffiecgeomap/
https://mtgis-portal.geo.census.gov/arcgis/apps/experiencebuilder/experience/?id=ad8ad0751e474f938fc98345462cdfbf


Individual 

Service 

Strategy 

(I.S.S)



Individual Service Strategy (I.S.S)

➢ This is the plan you discuss with the youth that lists 
barriers and services that will be provided throughout 
their enrollment in the WIOA Youth Program.

➢ Pre I.S.S=The Individual Service Strategy plan filled out 
at time of enrollment.

➢ Any changes to the I.S.S after enrollment is documented 
in a case note and on the Bi-Monthly Review & Exit 
Tracking Sheet (mentioned on pg.42 )

➢ Post I.S.S=The Individual Service Strategy plan filled 
out throughout the program year and submitted at time 
of exit with the Bi-Monthly Review & Exit Tracking Sheet.



Check all barriers at time 
of eligibility that must 
match barriers listed on 

the Youth Barrier & 
Verification Form and 

Youth Addendum 

Complete sections as 
the youth services are 

accomplished or 
updated throughout the 

program year.

PRE=The left side of 
the form should be 

filled out in the sections 
that pertain to the 

youth’s plan. 

POST=The right side 
of the form should be 

filled out in the 
sections that the pre 
side was filled out. 

Make sure it is 
completed by the time 

youth exits the 
program. 

Any updates to the I.S.S 
causing the youth to not 

complete a specific 
service/plan on their pre 

I.S.S, must include 
detailed reasoning in the 

corresponding box.



The last page of the Pre 
I.S.S must be signed 

and dated by the Case 
Manager and Youth 

agreeing to the 
discussed goals on the 
form. (wet signature 

or verified digital 
signature).

The date must 
match the date 
on the Youth 
Addendum.



Bi-Monthly I.S.S Reviews

➢ Determines continued goals for the youth and 
documents the progress to completing goals. 

➢ The PRE I.S.S should be reviewed at least Bi-Monthly 
with the youth to document any updates needed.

➢ Any changes to the I.S.S plan assist with the program 
flow and what is being focused on and provided to the 
youth. 

➢ It continues the story telling of the youth leading to their 
exit from the program.



Please document the 
date the Bi-Monthly 

Review was 
completed with the 
youth, this must 

match a Bi-
Monthly Review 
Case Note date.

When the I.S.S is 
reviewed please 
include the Case 

Manager’s First/Last 
Name Initials who 

completed the review, 
with the youth.

This form should be kept 
in the hard file and does 
not need to be included 
in your eligibility packet!

Upload into CalJOBS with 
the Post I.S.S when youth 
is exited. 

This section must be 
filled out at time of 
exit (further exit 
training can be 

found on the link 
below):



REQUIRED SECTIONS OF 
THE PRE I.S.S



These Sections Must Be Filled Out For ALL Youth, or the I.S.S Will Be Returned For Corrections

Suggestions for labor 
market information 

include Goeducate.org 
or O*Net interest 

profiler

Make sure to put an 
established date since 
follow up services are 

required



If a youth is enrolled as a High school drop out then education must be filled 
out on Pre I.S.S at time of enrollment

All other sections of the I.S.S are individual based, and 
depend on youth barriers/needs for specific services! 



APPLICANT STATEMENT



Self-

Attestation 

Form



Applicant Statement/Self-attestation

➢ This form is used as a last resort for verification of specific documentation used for 
eligibility purposes. 

➢ If a youth/family is paid in cash and cannot provide paystubs or income verification 
then a statement of average monthly income needs to be collected to determine 6 
months income on calculation worksheet. 

➢ If a youth is unable to provide documentation of specific barrier then applicant 
statement can be used. 

➢ If SETA noticed an increased amount of applicant statements being used for ALL of 
your cases, eligibility packets are subject to being denied if felt this form is being 
abused. 

➢ Suggestion: Contact SETA staff and we may be able to assist you in finding ways 
to get proper documentation before using an applicant statement. 



Participant/family 
statement goes here

State the reason 
and/or 

documentation the 
statement 
supports

Must be signed and dated by 
applicant and case manager.

Wet Signature or verified 
digital signature.



ELIGIBILITY PACKET 
PRACTICE



Scenario #1

A female Youth named Joby Seeker comes into your 
agency looking to enroll into the WIOA Youth Program. 
She is a High School Graduate but has never worked. Her 
birthday is March 26, 2005 and brings in a US Passport. 
She lives with her dad and sister. Her dad is the only one 
that works and her and her sister are his dependents. He 
makes $900 bi weekly and attached a current paystub. 
Her overall goal is to become a nurse and would like to 
enroll into an Occupational Skills Program. She also 
expressed that her car is currently being fixed for the next 
4 months, and she does not own professional clothing. 

Assemble the eligibility packet for Joby Seeker, fill out 
the appropriate forms, and determine if the youth 
qualifies for the program.

Use 7/1/2024 as the application date.

Neda Jub’s CalJOBS Registration: Click Here

Eligibility Training in-person 7.11.24/Fake Person-Joby Seeker/Example CalJOBS Registration-Joby Seeker.pdf


Scenario #1

Youth 

Barrier & 

Verification 

Source



Scenario #1

Income 

Calculation 

Worksheet



Scenario #1

Youth 

Addendum



Scenario #1

I.S.S







Additional 

Attachments 

that will be 

needed for 

Scenario #1

✓ A copy of the youth’s Passport

✓ A copy of the father’s paystub showing payment 
of $900 bi monthly from employer.



Scenario #2

Ben Looking, a male youth, comes into your agency 
looking for WIOA Youth services. He states he is a high 
school drop out and has never worked. His birthdate is 
June 13, 2004, and has a CA ID and social security 
card. He discloses he has a disability and brings in an 
IEP from his most recent school attendance. He lives 
with his parents and 2 siblings. His dad is the only one 
that works and makes $2,100 a month, and the youth 
receives SSI in the amount of $800 a month. Ben 
wants to work as an Office Clerk.

Assemble the eligibility packet for Ben Looking, fill out 
the appropriate forms, and determine if the youth 
qualifies for the program.

Use 7/1/2024 as the application date.

Ben Looking’s CalJOBS Registration: Click Here

Eligibility Training in-person 7.11.24/Fake Person-Ben Looking/Example CalJOBS Registration-Ben Looking.pdf


Scenario #2

Youth 

Barrier & 

Verification 

Source



Scenario #2

Income 

Calculation 

Worksheet

Low income verification is not needed because the 
youth is a High School Drop out and has a 
disability. 



Scenario #2

Youth 

Addendum



Scenario #2

I.S.S







Additional 

Attachments 

that will be 

needed for 

Scenario #2

✓ A copy of the youth’s CA ID and Social Security 
card (front and back)

✓ A copy of the youth’s IEP (front page)

✓ Copy of the Selective Service online 
acknowledgment letter (youth is a 20 year old 
male)



Scenario #3

A youth named Neda Jub comes into your agency, 
female, and high school graduate. Her birthdate is July 23, 
2001 and brings in a Permanent Resident Card and Social 
security card. She has recently moved from another 
country and is an English Language Learner/Basic Skills 
Deficient, using a ELL letter from her previous school. She 
lives with her single mother and has no siblings. Her mom 
works and makes $2,300 a month. The youth wants to 
explore a career in Cosmetology. She also mentioned she 
does not have a bank account and wants to learn how to 
open one. 

Assemble the eligibility packet for Neda Jub, fill out 
the appropriate forms, and determine if the youth 
qualifies for the program.

Use 7/1/2024 as the application date.

Neda Jub’s CalJOBS Registration: Click Here

Eligibility Training in-person 7.11.24/Fake Person-Neda Jub/Example CalJOBS Registration-Neda Jub.pdf


Scenario #3

Youth 

Barrier & 

Verification 

Source



Scenario #3

Youth 

Addendum



Scenario #3

Income 

Calculation 

Worksheet

Low income 
verification is not 
needed because 
the youth lives in 
a high poverty 
zip code (95652, 
but top of form 
is still filled out. 



Scenario #2

I.S.S







Additional 

Attachments 

that will be 

needed for 

Scenario #3

✓ A copy of the youth’s permanent resident card and 
Social Security card (front and back)

✓ A copy of the youth’s ELL letter from school



ELIGIBILITY PACKET 
OUTLINE



1. Youth Barrier and Verification Form

2. Youth Addendum

3. Youth Income Calculation Worksheet (if applicable)

4. Pre Individual Service Strategy (I.S.S.)

5. Authorization for Release of Confidential Information 

6. Selective Service (if applicable)

7. Supportive Documentation to Determine Eligibility (homeless 
verification, foster care, paystubs, parenting, ELL/BSD, etc.)

*Right to work documents MUST be uploaded into CalJOBS prior to sending 
eligibility packet and no longer required to be sent to YouthMIS@seta.net



NOW WHAT?



Submit 

eligibility 

packet to 

YouthMis@seta

.net

▪ Please do not backdate more than a week when 

you email your eligibility packets. 

▪ You will receive an email with corrections, 

application denial, or application approval.

▪ Emails are reviewed on a first come first serve 

basis.

▪ If there are frequent corrections/errors you 

will be asked to hold on submitting packets and 

additional training will be scheduled. 



Eligibility 

Approval

Once you receive an approval email from SETA 

staff, you will be instructed to:

1. Create the WIOA App in CalJOBS

2. Open/close Activity code 412, 413, 433, 

Case note 412, 413, 433.

3. Upload required documents into CalJOBS.

4. Respond to the approval email confirming 

you have completed the above steps by the 

deadline specified for that youth.  



REQUIRED DOCUMENTS IN 
TO CALJOBS VERSUS HARD 

FILE



Hard File CalJOBSBoth

Supportive Services & 
Incentives
(receipts)

Worksite Agreements for WEX

WEX Timesheets, 
Paystubs/wages, evaluations 
etc.

Disability Documentation in 
separate file/folder

Additional docs (BSD tutoring, 
Career Exploration-O*Net, etc.) 

Exit Forms

Right to Work & Selective 
Service

Verification of Barrier (except 
disability)

Youth Barrier & Verification 
Form

Youth Addendum

Income Calculation 
Worksheet & Income 
verification

Credentials & MSG

Verification of enrollment in 
education and/or training

Follow up Forms

Bi-Monthly I.S.S 
Review & Exit 
Tracking Sheet

Pre I.S.S 
(enrollment) and 
Post I.S.S (exit)



THANK YOU

Next Training---CalJOBS
Activity Codes /Case notes


