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JOBS FILE review and instructions

Name of Customer:



       Employment Specialist:

                                            
	Employment Plan, Good Cause, Status Change, Appointment Letter, Referral 

	
	In file
	Missing
	Date Completed

	
	Referral
	
	
	

	
	Appointment Letter
	
	
	

	
	Employment Plan (Signed)
	
	
	

	
	Pay After Performance Results Sent
	
	
	

	
	Good Cause Letter
	
	
	

	
	Good Cause Results
	
	
	

	
	Recommendation for Sanction Form
	
	
	

	
	Status Change Notes from EW
	
	
	

	
	Case Closure Notice
	
	
	

	
	
	
	

	OWRA/Assessment, Strengths For Success, Case Notes, Budget, Domestic Violence Screening, ROI, Background Check 


	Background Check
	
	
	

	
	Release of Info
	
	
	

	
	Domestic Violence Screening
	
	
	

	
	Budget
	
	
	

	
	Case Notes Printed for the Month
	
	
	

	
	Strengths For Success Interest Inventory
	
	
	

	
	OWRA/Assessment
	
	
	

	
	
	
	

	Placement Info, Employer Info, Pay Stubs, Cover Letter, Resume, References, Tracking Forms, Medial Statement


	Time Sheet/Pay Stubs
	
	
	

	
	Employment Verification
	
	
	

	
	Employment Termination
	
	
	

	
	Resume/Cover Letter
	
	
	

	
	Input Calendar Printed For The Month
	
	
	

	
	Medical Information
	
	
	

	
	
	
	

	Correspondence Info, Supportive Services, Monthly Benefits
	Supportive Services Tracking Sheet
	
	
	

	
	Supportive Services Paperwork
	
	
	

	
	Monthly Benefits
	
	
	

	
	Correspondence
	
	
	


** Notes:

Appearance:

· Neat and organized? (Correct hole punches included)

· All papers are filed (no loose papers inside file)

· Last name, then first name on file?

· Are all applicable files combined into one file?

· All tabs are labeled correctly?

· File Checklist, WE reported sticker, and Work Activity tracking all on front cover and filled out?

First Tab

· All Employment Plans and Job Status Change forms are filed in chronological order from most current to past?

· Employment Plans are updated monthly and full completed?

· The referral is the bottom paper on the tab?

· All Good Cause and Job Status change forms are signed and dated by Employment Specialist?

· Wording for PAP Job Status change form is correct?

Second Tab

· Intake (OWRA) paperwork is stapled and is the top papers on this tab?  All fields completed/updated?

· Assessment (OWRA) is behind intake (and updated Assessment printed every 6 months)?

· Case notes from the referral to last current month are in the file?

· Is the budget and weekly planner filled out and filed?  Printed off from database?

· Is the Interest Inventory (Strengths for Success) printed out and filed?

· Are the Releases of Information all filled out completely?  Is the expiration date current?  Did the customer sign the Releases of Information?

· Is the background check paper in the file?

· Is the Family Violence Screening in the file and current?

Third Tab

· Does the paper trail go from oldest to most current (at the top)?

· Are the JOBS Medical Statements and SFN 451 on this tab and updated monthly when on a modified plan?

· Are the monthly Input hours printed out and placed on top of that month’s hours?

· Are all hour sheets signed by Employment Specialist and dated?  Are all boxes completed?

· Are the timesheets being filled out correctly (Ex. name, date, and business name and supervisors signature)?

· Is there a copy of the WE agreement in the file if applicable?

· Is the Employment Verification filled out and file in this tab?

· Are the Business Contacts filled out correctly and filed?

· Are there timesheets with the Business Contact sheets?

Fourth Tab

· Are all the Supportive Service requests and copies of information attached?

· Is the Supportive Service Tracking sheet on top, up to date and filled out?

· Are the month benefits from the database printed out for every month if the customer is completing Community Service or submitting Supportive Service Requests?
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