DELTA WORKFORCE INVESTMENT AREA
Form Flow Process for Keying Purposes

Please ensure that you keep a copy of the form in your files that you send SDPDD in case the forms get lost in the mail.

1. WIA Intake Form

This form should be completed with the appropriate signatures obtained prior to a youth being served in your program. This intake form for in school youth should be submitted to South Delta PDD within 5 business days of the date of participation for keying. Intake Forms for out of school youth must be submitted within fifteen (15) days of the date of participation. Once keyed, SDPDD will send an email to you showing it was keyed.  Do not give a participant any pay until you have received this email.  If you do pay a participant before receiving the email and the participant has been found ineligible, it will be a questioned cost that will have to be reimbursed to South Delta from your agency’s non-Federal funds.

2. Status Form

A Status Form must be submitted along with the WIA Intake Form indicating the Y (youth) activities the youth is entering.

After submission of the initial Status Form, subsequent forms should be submitted every quarter adding additional activities the youth is receiving.

Exiting Guidance

· When a youth has completed their WIA services you will submit a Status Form to SDPDD to enter the youth into activity 18 (follow-up services). You will leave the youth active in the other activity codes for this follow-up period; after 90 days if the youth is still “exit ready” you will complete your exit Status Form and exit the youth from all activities with the date of last service (excluding follow-up services), complete the Exit Information Section and record the WIA exit date as the date of last service. At this time, you also submit the first quarter program outcome form for keying.

· If the youth quits coming to class and has not completed the services outlined in the youth’s ISS the youth should remain in all the activity codes until 90 days has passed and the youth has not received any services, other than follow-up, the youth should be exited using the date of last service.

· If the youth is being exited because they are in the foster child care system or other mandated residential program and moved from the area because of such program, health/medical condition, institutionalized, or deceased then you may submit the exit paperwork immediately.

3. Youth Assessment (if applicable)
Out-of-School Youth who are assessed as being basic skills deficient (testing below the 9.0 grade level) in Reading, Total Math, or Language must have a separate Youth Assessment Form submitted with the WIA Intake Form for each area in which the youth is basic skills deficient.

Post-Youth Assessment Information should be reported within one year from the date of participation or at exit.

4. Program Outcome Forms

Program Outcome Forms for the quarters being reported should be sent to SDPDD for keying no later than: October 3; January 7; April 3; July 3.
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