
DELTA WORKFORCE INVESTMENT AREA

POST EXIT MONTHLY FOLLOW UP FORM FOR IN/OUT OF SCHOOL YOUTH

INSTRUCTIONS FOR COMPLETING

For every participant who enrolls in WIA, follow-up must be conducted for one year.  A Wings WIA Program Outcome Form must be completed quarterly after exit. Program completers as well as non-completers are required by the Workforce Investment Act to be followed-up for one year after exit.  Verification of the information stated on this form must be attached to the WINGS WIA Program Outcome Form for the 1st, 2nd, 3rd, and 4th quarters.  
Dates of follow-up:  WIA quarters are January-March, April-June, July-September, and October-December.   Contact must be made monthly during each quarter.  There are performance measures that must be met in the quarters after exit.   If you check early in the quarter, you will have three months to correct any problems that might have arisen and will be able to obtain a positive outcome.  Complete the quarterly follow-up form and the outcome form when you get a positive response from your contact.  Otherwise, complete the forms at the end of the quarter. Submit your WINGS WIA Program Outcome Form and supporting documentation to the DWIA office as soon as you get a positive outcome. 

Name:  Enter the name of the participant being contacted.

Social Security Number:  Enter the last four digits of the social security number of the person.

Date of Eligibility:  Enter the date the participant completed all pre-testing, services and training dates were set, and the WIA Enrollment Form signed.  

Date of Exit: Put the date that is on the participant’s exit status form.  This is the last date the participant participated in SELECT activities.

WIA Quarters:  WIA Quarters are the following: January – March; April - June; July - September; October - December.  The first quarter after exit is the next quarter after the quarter the participant exits.  For example:  If the participant exits in August, the first quarter after exit would begin October 1.  

IS/OS:  Put an x or a checkmark in the blank to indicate whether the exiter was an in school or out of school youth participant.

Location: Put town of residence.

Contact Numbers: Enter the contact numbers you have on file.  Add new numbers as you obtain them.

Reason for Exit:  The reason might be one or more of the following:  Completed all program services/training, did not show, dropped out, institutionalized, incarcerated, health/medical reasons, deceased, reservist called up to active military service, family care, relocated to residential facility, military, or other. 
1st Quarter after Exit 

Contact Date(s): Put the dates of contact.  Remember you may have to continue to contact a former participant several times to try to get the results you want.  If you call and don't get an answer, make a note in the comment section and continue to call until you get a positive result.  Be sure to put the date of each try on the form in the contact date space.  If the exiter has moved, you must still track him/her down and contact him/her monthly for one year. Do not wait until the end of a quarter to start contacting a participant.  What is positive at the beginning of a quarter may turn into a negative by the end of a quarter.  If the response is negative at the beginning of a quarter, you have three months to turn it into a positive!

Attainment of a Degree or Certificate

The first performance measure for youth is the attainment of a degree or certificate.  Please note that education is the primary focus of youth programs.  You want them to be prepared to get self-supporting jobs. Remember you have from the first day of the quarter until the last day of the quarter to get a positive response.  Start contacting early and continue to help the participant until you get a positive response.  Do not put the person is doing nothing until the end of the month and all contacts have been futile. 

1.   Attained a degree, high school diploma, GED, or certificate after enrollment and by the end of the third quarter after exit. You will have until the third quarter after exit for the participant to attain this goal. If you have an in school youth program, you must have only seniors enrolled in your program. Attach a copy of the diploma or attach a sheet with all your seniors listed with a place for the principal to state that he/she has graduated and a space for the principal to sign (Be sure to state his position on the form).  If you use the second option, highlight the name of the participant that has been contacted.  If the participant received a GED or certificate, attach a copy to the program outcome form.

Placement in Employment or Education

The individual should be considered as employed if wage records show earnings greater than zero (o). 

2.   Is the participant in one of the following categories in the 1st quarter after exit?  

If the answer to a. - e. is yes, be sure to put where and attach verification.
If the person is employed,be sure to put his/her job title.

Literacy and Numeracy Gains – Out of School youth only 


  Put NA if exiter is an in school youth.
3.   Did the participant increase one or more educational functioning levels within one year of the date of participation?

      If yes, enter the date of participation

If the answer is yes, enter the date of the gain and the date of exit.  The gain must be before the exit date.  
4.   Other:  Enter anything else that might be of interest. The exiter might be incarcerated       

      (hopefully not) and attending a program there.

5.   Comments:  The person completing this should make any comments that will be of assistance because     someone might call for a recommendation or it might just be a reminder for you of who the person is.

6.   Signature:  The person who obtained the information and completed the Program Outcome 
Form should sign and date upon reception of positive news.  This signature verifies that the 
information on the form is correct.    

2nd Quarter after Exit

Contact Date(s): For each quarter, put the dates of contact.  Remember you may have to continue to contact a former participant several times to try to get the results you want.  If you call and don't get an answer, make a note in the comment section and continue to call until you get a positive result.  Be sure to put the date of each try on the form in the contact date space.  If the exiter has moved, you must still track him/her down and contact him/her for one year. Do not wait until the end of a quarter to start contacting a participant.  What is positive at the beginning of a quarter may turn into a negative by the end of a quarter.  If the response is negative at the beginning of a quarter, you have almost three months to turn it into a positive!

Remember you have from the first day of the quarter until the last day of the quarter to get a positive response.  Start contacting early and continue to help the participant until you get a positive response.  Do not put the person is doing nothing until the end of the month and all contacts have been futile. 

7.   Attained a degree, high school diploma, GED, or certificate after enrollment and by the end 
of the second quarter after exit. You will have until the third quarter after exit for the 
participant to attain this goal. 

      If yes, enter the date the degree or certificate was earned and attach a copy.

8.  If the exiter is found in one of the following listed in a. - e., put whatever the former                                

participant might be doing.  This could be attending post secondary school, advanced training, the military, employed, or qualified apprenticeship. Put where the training is taking place and attach verification or state from whom the information was obtained, their title, and telephone number.

9.  Other:  Enter anything else that might be of interest.

10.  Comments:  The person completing this should make any comments that will be of    assistance because someone might call for a recommendation.
       11.  Signature:  The person who obtained the information should sign and date upon reception 

of positive news.

3rd Quarter after Exit – This is your retention  quarter
Contact Date(s): For each quarter, put the dates of contact.  Remember you may have to continue to contact a former participant several times to try to get the results you want.  If you call and don't get an answer, make a note in the comment section and continue to call until you get a positive result.  Be sure to put the date of each try on the form in the contact date space.  If the exiter has moved, you must still track him/her down and contact him/her for one year. Do not wait until the end of a quarter to start contacting a participant.  What is positive at the beginning of a quarter may turn into a negative by the end of a quarter.  If the response is negative at the beginning of a quarter, you have almost three months to turn it into a positive!

Remember you have from the first day of the quarter until the last day of the quarter to get a positive response.  Start contacting early and continue to help the participant until you get a positive response.  Do not put the person is doing nothing until the end of the month and all contacts have been futile.

12. Attained a degree, high school diploma, GED, degree, or certificate after enrollment and by  
the end of the third quarter after exit. You will have until the end of this quarter for the 
participant to attain this goal.      

13. Is the participant in one of the following categories in the 3rd quarter after exit?  If the 

answer to a. - e. is yes, be sure to put where and attach verification or state from whom the 

      information was obtained, their title, and telephone number.                  

14. Other:  Put whatever else the exiter might be doing even if it’s nothing.

15. Comments:  The person completing this should make any comments that will be of  
assistance because someone might call for a recommendation.       
16. Signature:  The person who obtained the information and completed the Program Outcome

      form should sign and date upon reception of positive news.     
4th Quarter after Exit   
Contact Date: For each quarter, put the dates of contact.  Remember you may have to continue to contact a former participant several times to try to get the results you want.  If you call and don't get an answer, make a note in the comment section and continue to call until you get a positive result.  Be sure to put the date of each try on the form in the contact date space.  If the exiter has moved, you must still track him/her down and contact him/her for one year. Do not wait until the end of a quarter to start contacting a participant.  What is positive at the beginning of a quarter may turn into a negative by the end of a quarter.  If the response is negative at the beginning of a quarter, you have almost three months to turn it into a positive!

Remember you have from the first day of the quarter until the last day of the quarter to get a positive response.  Start contacting early and continue to help the participant until you get a positive response.  Do not put the person is doing nothing until the end of the month and all contacts have been futile.

17.  Found in the following category in the 4th quarter following exit:

       If the answer t is yes, be sure to put where and attach verification or state from whom the                           information was obtained, their title, and telephone number.

18. Other:  Put whatever else the exiter might be doing even if it’s nothing.

19. Comments: The person completing this should make any comments that will be of assistance because     someone might call for a recommendation.

20. Signature:  The person who obtained the information should sign and date upon reception 

       of positive news.

21.
Post Exit Monthly Contact Comments:  Participants must be followed up for one year.  Note the date of the call and any services to which you referred the exiter. In the comments section you might write the dates of contacts that you made and didn’t get a positive response and put the date of your successful response at the beginning of the quarter.  Make any other comments that will be useful to you in the future.  Also note any positive things that have happened to the participant since leaving the program.  Employers may be calling you for a recommendation and comments here would be beneficial to jogging your memory.

Youth Performance Rates 



2010



Placement Employment or Education

 67%
Attainment of a Degree or Certificate

            70%
Literacy or Numeracy Gains



 46% 
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