Ohio Department of Job and Family Services

COMPREHENSIVE CASE MANAGEMENT AND EMPLOYMENT PROGRAM
(CCMEP) PLAN
for
County or Counties: Richland
Effective Date: 10/01/2017 revised 06/2018
Plan Submission
Each Lead Agency is required to adopt and submit a CCMEP Program Plan to the Ohio
Department of Job and Family Services (ODJFS) each fiscal biennial period. The CCMEP plan
must be submitted no later than October 1st each biennium.
The plan may be amended by the Lead Agency as needed. An amended plan must be
submitted to ODJFS no later than 10 calendar days after the amended program plan becomes
effective. For each amendment, the submission must contain one version that clearly indicates
what was added or stricken from the prior effective plan and one version that reflects the final
plan with all amendments included.
If a board of county commissioners redesignates the Lead Agency during a fiscal biennial
period, the new Lead Agency shall prepare and submit to ODJFS a new CCMEP plan not later
than sixty calendar days after the redesignation takes effect.
The plan review process will be used to ensure that Lead Agencies meet program requirements.
If ODJFS determines that a CCMEP plan is not consistent with the requirements of program
rules, the plan will be returned to the Lead Agency for amendment.
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1. Lead Agency and Coordination with Partners
Each board of county commissioners is required to choose a single Lead Agency, either the
CDJFS or workforce development agency that serves the county, to administer CCMEP. A
single Lead Agency is necessary to ensure accountability for program performance and results.
1.1

Identify the Lead Agency designated to administer the CCMEP program.

Lead Agency Name
Richland County Job and Family Services
Lead Agency Address
171 Park Avenue East
First Name of Lead Agency Official
Sharlene

City
Mansfield
Last Name of Lead Agency Official
Neumann

Phone Number
419-774-5402

State
Ohio

Zip Code
44902

Title of Lead Agency Official
Director

Email Address
Sharlene.Neumann@jfs.ohio.gov

Program Contact Person
Lori Bedson

Phone Number
419-774-5403

Phone Number

Email Address
Lori.Bedson@jfs.ohio.gov

Fiscal Contact Person
Carmen Torrence
Phone Number
419-774-5313

1.2

Email Address
Carmen.Torrence@jfs.ohio.gov

Identify the other local participating agency (i.e., CDJFS or workforce development
agency that serves the county).

Agency Name
Catalyst Life Services/Progress Industries
Agency Address
270 Sterkel Boulevard
First Name of Lead Agency Official
Mitch

City
Mansfield
Last Name of Lead Agency Official
Jacobsen

Phone Number
419-774-2259

1.3

State
Ohio

Zip Code
44907

Title of Lead Agency Official
Director of Vocational Services

Email Address
mitch@catalystlifeservices.org

Identify the workforce development board and area for the county.

Workforce Development Area
Local Area 10
Workforce Development Board Chair Name
Jenni Paramore
Workforce Development Board Director Name
Teresa Alt
Phone Number
419-774-5442
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1.4

Identify the implementation manager for the Lead Agency.

First Name of Implementation
Manager
Heather
Phone Number
419-774-5308

1.5

Last Name of Implementation
Title of Implementation Manager
Manager
Supervisor
Mosley
Email Address
Heather.Mosley@jfs.ohio.gov

Lead Agency’s performance and data management contact:

Contact Person
Lori Bedson
Phone Number
419-774-5403

1.6

Email Address
Lori.Bedson@jfs.ohio.gov

How does the Lead Agency partner with the other local participating agency
(CDJFS or workforce development agency) to implement CCMEP?

Describe:
Catalyst Life Services, the contracted WIOA Youth Services provider, and Richland County Job and Family
Services (RCJFS) worked closely during the implementation year of CCMEP. As the lead agency, Richland
County Job and Family Services coordinated with Catalyst Life Services staff members to develop procedures to
streamline initial intake/paperwork processes, coordinate efforts to meet with youth and develop plans, and identify
points in the process at which communication tended to breakdown to determine when it was necessary to
formalize a protocol or process. Referrals to CCMEP are accepted through either entry: Richland County Job and
Family Services or Catalyst Life Services. Additionally, staff attend statewide trainings together to promote
discussion and enhance clarity and offer assistance to one another to encourage further understanding of the
scope of services offered by each agency. Whenever possible, the Catalyst youth specialist is scheduled to meet
with the RCJFS case manager and the CCMEP applicant to develop the IOP and complete any additional
paperwork necessary for WIOA eligibility. The CCMEP RCJFS case manager and WIOA youth specialist develop
a schedule for case management meetings and identify a preferred method of communicating (i.e. by phone
contact or e-mail correspondence). As the WIOA youth specialist and RCJFS case manager become aware of
any issues or changes in a CCMEP participant's life that might impact the participant's ability to continue to move
forward, they will coordinate efforts to update and/or revise the IOP with the participant. The WIOA youth
specialist discusses issues with the WIOA youth services supervisor and/or RCJFS supervisor when necessary.
Additionally, the supervisors meet periodically to discuss updates and review measures and outcomes that may
impact performance. The WIOA youth services provider supervisor and youth specialist attend a unit meeting
convened by the RCJFS on a monthly basis to review progress in CCMEP. Additionally, the TANF contracted
provider that assists RCJFS in the management of work participation for general OWF work required individuals
works closely with the WIOA youth services provider to insure participant attendance to meet work participation
requirements is tracked appropriately.

1.7

How does the Lead Agency plan to partner and actively collaborate with the local
workforce development board including but not limited to (Please attach any
relevant policies to this plan.):
•
•
•
•

Frequency of meetings
Engagement of local businesses
Engagement of community partners
Develop policies for work experience and incentives

Describe:
Currently, RCJFS is the contracted provider of WIOA Adult and Dislocated Worker services and the
OhioMeansJobs Center administrator. As such, the agency works closely with the local area Workforce
Development Board in the development and/or revision of local policies, collaborates with community partners to
provide services in the OhioMeansJobs Center, and works with local businesses to recruit candidates for
employment and train individuals to meet the demands of the local workforce. Richland County Job and Family
Services, as the Lead Agency, participates in the quarterly Workforce Development meetings and assists the
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Workforce Development Board in identifying appropriate youth services. As the Lead Agency, Richland County
Job and Family Services coordinates with the local board and Catalyst Life Services to develop work experience
sites for CCMEP participants through local businesses/employers. Richland County Job and Family Services
adheres to the Local Area 10 policy regarding Work Experience Definition, Sutiability and Duration (attached).
Additionally, Richland County Job and Family Services and Catalyst Life Services coordinate with community
agencies as referral sources for services not directly provided by either CCMEP program entity (such as
subsidized housing).
As the CCMEP Lead Agency, Richland County Job and Family Services works in cooperation with the local
Workforce Development Board and Catalyst Life Services, the competitively procured youth provider of
CCMEP/WIOA services, to conduct outreach; determine TANF/WIOA eligibility; complete comprehensive
assessments and Individual Opportunity Plans; provide case management to participants; develop and manage
ITAs and OJTs (using CCMEP funds and/or WIOA Adult funds); provide labor market information and basic career
services; and provide supportive and follow-up services. Case managers and youth specialists follow the CCMEP
Procedural Letter 17-08: Definition of Needs Additional Assistance" (attached) when identifying volunteers who
may be eligible for the program.

1.8

List policies developed by the local workforce board relevant to the administration
of CCMEP, including but not limited to (Please attach any relevant policies to this
plan.):
•
•
•
•
•
•
•
•

Select basic skills assessment(s);
Ensure determination of eligibility for the Workforce Innovation and Opportunity Act
(WIOA) youth program;
Report and collect data;
Monitor contracts and ensure compliance;
Supportive services;
Follow up services;
“Needs additional assistance” policy; and
Disclosure of relationship.

Describe:
Richland County Job and Family Services, as the CCMEP lead agency, and Catalyst Life Services, as the
contracted WIOA Youth/CCMEP provider, adhere to the policies set forth by the Local Area 10 Workforce
Development Board. The following is a list of Local Area 10 Workforce Development Board policies that provide
guidance for TANF CCMEP services as well as WIOA CCMEP services (all policies are attached):
a) Eligibility for WIOA Services for Youth; b) Determination of Dependent Status for WIOA Training and Youth
Services; c) Individual Training Accounts ITA; d) Eligibility for WIOA Training Services for Youth, Adult and
Dislocated Workers; e) Supportive Services; f) Career Services for Adult and Dislocated Workers; g) Serving
Immediate Family Members, Close Acquaintances and Other Stakeholders in WIOA Training Programs; h) On-theJob Training Policy; and i) Program Monitoring and Oversight. The CCMEP Procedural Letter (17-06) entitled
"CCMEP Closing Services - Follow Up and Follow Up Services-WIOA policy letter (attached) are utilized by
RCJFS case managers and Catalyst Youth Specialist as guidance when closing services/exiting a participant from
the program and implementing follow up activities. When providing TANF funded supportive services, Richland
County Job and Family Services and Catalyst Life Services follow FAL #103 and have a fiscal reconciliation
process in place.

1.9

What other partners/providers are the Lead Agency collaborating with to implement
CCMEP? Please provide name(s) and services to be provided. Check all that apply.
Adult Basic Literacy and Education (ABLE) Providers

Mansfield City Schools/Aspire - Richland County Job and Family Services and Catalyst Life Services work with
the Mansfield City Schools Aspire program to assist CCMEP participants in obtaining a GED when necessary or
assist basic skills deficient individuals (HS graduates or recipients of a GED) who might need remediation
services to improve skills.

Alcohol, Drug and Mental Health (ADAMH) Board
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Richland County Job and Family Services and Catalyst Life Services refer individuals to the appropriate Richland
County Mental Health and Recovery Services Board provider for drug, alcohol or mental health services when
appropriate. Additionally, as a mental health provider in the community, Catalyst Life Services can offer a wide
array of ancillary services to CCMEP participants when appropriate (i.e. transitional housing assistance, job
coaching, etc.) funded through the local mental health and recovery services board.

Businesses
As the Richland County administrator of the OhioMeansJobs Richland Center, Richland County Job and Family
Services works with local businesses to recruit qualified candidates for open positions. As the contracted
provider for WIOA Adult and Dislocated Worker services for the county, Richland County Job and Family
Services assists businesses with incumbent worker training and on-the-job training services when appropriate.
Similarly, as the WIOA contracted provider of youth services, Catalyst Life Services works closely with local
businesses to develop subsidized employment opportunities for youth. CCMEP participants will be provided with
opportunities to participate in these activities.

Career and Technical Education
Richland County Job and Family Services and Catalyst Life Services work closely with Madison Adult Career
Center and Pioneer Career and Technology Center to provide training to increase and/or upgrade skills so that
CCMEP participants can obtain the skills necessary to move into the workforce or advance in the workforce.

Child Care Providers
Richland County Job and Family Services and Catalyst Life Services refer CCMEP participants to the RCJFS
Title XX Child Care program so they might benefit from publically funded child care services and gain awareness
of the availability of quality child care centers and certified in-home providers offering child care services in the
area.

Child Support Enforcement Agency
Richland County Job and Family Services and Catalyst Life Services work closely with the Richland County Child
Support Enforcement Agency to make training opportunities, job search opportunities and supportive services
available to absent parents to enhance their efforts to obtain and/or maintain employment.

Children Services Agency
Richland County Job and Family Services and Catalyst Life Services work closely with Richland County Children
Services to provide families with services to support their efforts to keep children in the home or reunite with
children through opportunities to increase basic skills levels and/or technical skills levels, parenting skills, and
problem-solving abilities.
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Community College(s)
Richland County Job and Family Services and Catalyst Life Services coordinate with North Central State College
to offer participants opportunities to increase workforce skills by completing certification programs and/or
associate degree programs in occupations considered to be in-demand.

Community Action Agency
Richland County Job and Family Services and Catalyst Life Services work with Erie, Huron and Richland
Community Action to provide supportive services, training opportunities, and job search opportunities to CCMEP
participants.

County Family Service Planning Committee

Family and Children First Council
Richland County Job and Family Services and Catalyst Life Services work closely with the Executive Director of
the Richland County Youth and Family Council who is also the Workforce Development Board Director to
coordinate emergency services, transportation, drug/alcohol and mental health services to CCMEP participants.

Juvenile Court System
Richland County Job and Family Services and Catalyst Life Services work with the Richland County Attention
Center/Juvenile Court to provide job search services, supportive services and job training opportunities to youth
involved in the court system and participating in CCMEP.

Local Healthier Buckeye Council
Richland County Job and Family Services and Catalyst Life Services coordinate with the Healthier Buckeye
Council to provide supportive services and emergency services to CCMEP participants.

Local School District(s)
Richland County Job and Family Services and Catalyst Life Services work with Mansfield City Schools, Ontario
Local Schools, Madison Local Schools, Crestview Local Schools, Clearfork Local Schools, and Pioneer Career
and Technology Center to assist high school students participating in CCMEP with career exploration, life skills
activities and subsidized employment opportunities to enhance their skills and experiences.

Vocational Rehabilitation (Opportunities for Ohioans with Disabilities (OOD))
Richland County Job and Family Services and Catalyst Life Services coordinate employment and training
services with Opportunities for Ohioans with Disabilities when more intensive and/or rehabilitative services are
necessary to assist the participant in gaining employment.
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Other

2.

Population Served

Lead Agencies must serve individuals in the CCMEP program in compliance with the following:

2.1

•

Individuals required to participate: 1) work-eligible participants in the Ohio Works First
(OWF) program; and 2) individuals who are in-school youth or out-of-school youth as a
condition of enrollment in workforce development activities funded by WIOA.

•

Individuals who may volunteer to participate: 1) OWF participants determined not to be
work eligible; and 2) individuals receiving benefits and services through the Prevention,
Retention and Contingency (PRC) program.
How many CCMEP required participants will the Lead Agency serve annually?

Please provide the anticipated number of required individuals the Lead Agency will serve
annually in CCMEP: 100
2.2

How many CCMEP volunteer participants will the Lead Agency serve annually?

Please provide the anticipated number of volunteers the Lead Agency will serve annually in
CCMEP: 50
2.3

How many CCMEP participants do you expect to be eligible for both TANF and
WIOA funding?

Please provide the anticipated number of co-funded participants the Lead Agency will serve
annually in CCMEP: 115
3.

Coordination of Services

Coordination of services supports improved organization and integration of TANF and WIOA
funded services. A Lead Agency can co-locate their staff with the other local participating
agency at one location to help individuals access services easier and more efficiently.
3.1

How is the Lead Agency meeting the needs of and engaging local businesses to
provide employment and learning opportunities for program participants using the
expertise of the Lead Agency, the local participating agency, and subcontractors as
described in rule 5101:14-1-03 of the Administrative Code?

Describe:
As the WIOA Adult and Dislocated Worker service provider, Richland County Job and Family Services can offer
on-the-job training opportunities to CCMEP participants between the ages of 18 and 24. Additionally, CCMEP
participants may attend employer recruiting sessions scheduled in the OhioMeansJobs Center as a means to
engage in employment opportunities. Richland County Job and Family Services, as the lead agency, will work
with Catalyst Life Services to recruit employers for subsidized employment and work experience opportunities for
CCMEP participants.
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3.2

How does the Lead Agency communicate and streamline processes between the
Lead Agency, the local participating agency, and any subcontractors (e.g. summer
employment services)?

Describe:
Initially, Richland County Job and Family Services and Catalyst Life Services supervisors met with case
managers and youth specialists to discuss CCMEP cases. This enabled the lead agency and WIOA Youth
subcontractor to discuss appropriate services and identify issues that could cause a delay in the intake process
(such as a withdrawal of a cash application for a work required individual or transition into a sanction period) or
delivery of services. In this way, efforts could be made to develop protocols to eliminate delays and increase
communication. Although the case managers and youth specialists are now meeting on their own to discuss
cases and meet with participants, the supervisors, case managers and youth specialists meet monthly to address
concerns and revise protocols/procedures when necessary.
As the lead agency, Richland County Job and Family Services assists Catalyst Life Services in the provision of
summer youth employment opportunities. The RCJFS supervisor assists the youth specialist in determining
eligibility for volunteer participants and case managers may assist in the development of potential work sites.
When funds are available, RCJFS may utilize additional TANF funds to increase the number of potential summer
youth participants who can be placed in summer employment.

4.

Outreach, Referral, and Eligibility

4.1

What outreach activities are being conducted to identify individuals potentially
eligible for CCMEP? Check all that apply.
Social media (e.g., Facebook, Twitter, Snapchat, Instagram, YouTube, Secret, & Whisper)
Brochures, posters, flyers
OhioMeansJobs.com
Digital banners
Special events
Radio
Promotion through partners (e.g., schools, community centers, etc.)
Other: Job Fairs

4.2

What is the referral process between the local participating agency and the Lead
Agency?

The Lead Agency is responsible for developing an agreed upon referral process that takes
place no later than 7 calendar days from when the determination is made that the individual is
required or may volunteer to participate. A mandatory OWF participant shall be referred to
CCMEP as described in paragraph (B)(2) of rule 5101:1-2-01 of the Administrative Code. This
process should include confirmed contact(s) between each agency.
Describe:
Referrals for OWF required individuals meeting the criteria for CCMEP are referred to the Work Activities unit via
e-mail from the Richland County Job and Family Services eligibility worker within 24 hours of the eligibility
interview. Referrals for all other volunter CCMEP applicants may be submitted direclty to Richland County Job
and Family Services or Catalyst Life Services via mail, e-mail, phone contact, and fax. Referrals for volunteer
applicants from community agencies, self-referrals and/or referrals within Richland County Job and Family and
Catalyst Life Services are shared or communicated via e-mail and/or fax to the Richland County Job and Family
Services Work Activities supervisor (Eligibility/Referral Supervisor) and Catalyst Life Services Assistant Director
of Vocational Services to ensure referrals are processed within seven days. The Work Activities Supervisor and
Assistant Director of Vocational Services log the OWF-required and volunteer referrals and document the status
of each referral to ensure timeliness of processing.
The case manager/youth specialist who completes the comprehensive assessment completes a referral form that
identifies the status of the individual (required/volunteer), notes the number of work required hours if OWF
required and identifies potential services based on the assessment. Additionally, the case manager/youth
specialist hands the applicant an appointment letter (CCMEP-RW 106) noting the date/time of the IOP
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appointment which is also noted on the referral form. The case manager/youth specialist schedules the
individual in the next available orientation session (to complete additional WIOA paperwork, complete a TABE,
apply for child care if necessary, etc.). For OWF required applicants, once all initial assignments and the IOP
have been completed, the case manager will contact the eligibility worker via e-mail to request the cash
assistance be approved.

4.3

Confirm that the Lead Agency has a process for working with the other local
participating agency and/or any subcontractors to ensure the following:
The Lead Agency has a process to share the number of months a program participant
has participated in OWF that were subject to the time limit described in rule 5101:1-23-01
of the Administrative Code for inclusion in the IOP.

Describe:
The CCMEP services referral sent to the youth specialist and TANF contracted provider working with OWF work
required individuals includes the number of months an OWF work required individual has received cash
assistance.
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The Lead Agency has a process to screen, refer, and communicate about a program
participant who is determined to be a victim of domestic violence, including modified
hours of participation, waivers from requirements, referrals to counseling and other
appropriate community resources, and protecting personal information.
Describe:
The case manager/youth specialist screens for domestic violence issues at the time of the comprehensive
assessment. Based on the needs of the individual, CCMEP and/or OWF required participation hours may be
modified (reduced or waived) to ensure the safety of the individual. All applicants/participants who identify as
being victims of domestic violence are encouraged to contact the local Domestic Violence Shelter and are
provided with contact information. In the case of a two-parent CCMEP household, the case manager and youth
specialist may separate the two individuals on the pretext of developing the IOP in order to address the domestic
violence issue with the victim. Although no personal information regarding the individual's situation is noted on
referral paperwork, the CRISE code "D9" or the phrase "family situation" may be noted to ensure adequate
precautions are taken when reviewing the information.

The Lead Agency has a process to communicate information regarding:
• CCMEP activities assigned for OWF work-eligible individuals;
• OWF work-eligible individual’s status changes, OWF recipient income information,
FLSA hour maximums, good cause, OWF sanctions, compliance activity assignment
and completion, hourly requirement updates (D3 status, exemptions, etc.), and other
factors impacting CCMEP activity hours or OWF eligibility;
• Verification and participation in CCMEP activities for OWF work-eligible participants;
• Completion of the comprehensive assessment and IOP no later than 30 calendar
days from the date of application for OWF;
• Failure of an OWF work-eligible participant to comply with the terms of an IOP (within
10 calendar days of the failure);
• OWF or Supplemental Nutrition Assistance Program recipients’ information and
acting upon it in accordance with rules 5101:1 and/or 5101:4 of the Administrative
Code; and
• Exiting an OWF work-eligible individual from CCMEP.
Describe:
Upon completion of the comprehensive case management assessment, a "cross-walk" referral is shared among
the case manager and youth specialist to ensure the individual has access to all 14 elements of the
WIOA/CCMEP program. When appropriate, the referral is shared with the contracted TANF provider and
identifies the required hours of participation, FSLA limitations, and OWF time limitations relevant to OWF work
requirements. Additionally, during the CCMEP/OWF required orientation, the TANF contracted provider reviews
the requirements associated with establishing good cause for not completing hours of participation and this is
reiterated at the time of the IOP session with the case manager and youth specialist.
After the individual has completed the orientation activities, the case manager and youth specialist meet with the
individual to develop the IOP. The completion of the assessment, orientation and development of the IOP will
take place within 30 days of the application. If the completion of the assessment, orientation or scheduling of the
IOP meeting cannot take place within 30 days of the date of the OWF application through no fault of the agency,
an OWF penalty will be imposed, the individual's OWF application will be denied and the individual will have to
start the process again. However, CCMEP services may begin.
The TANF contracted provider tracks and reports attendance/completion of participation hours to the case
manager and youth specialist on a bi-weekly basis. In this way, failures to complete hours can be addressed and
an attempt to provide opportunities to "make up" hours can be discussed. If the CCMEP/OWF required
participant fails to participate the required number of hours and does not provide good cause within seven days
of the failure, the case manager will request an OWF sanction be imposed by the eligibility worker assigned to
OWF cases. At the time a sanction is to be imposed, the case manager will e-mail the youth specialist and
attempt to schedule an appointment with the individual to discuss continuing services. The case manager and
youth specialist track the hours of participation for volunteer participants. If information is shared with the
Catalyst youth specialist that may potentially impact the CCMEP participant's OWF or SNAP eligibility, the youth
specialist will encourage the CCMEP participant to contact his/her RCJFS case manager and will inform the case

JFS 03001 (Rev. 10/2017)

Page 11 of 24

manager by e-mail. If the CCMEP participant does not contact the RCJFS case manager, the case manager will
contact the participant to obtain specific information and/or verifications and report the information to the
appropriate eligibility unit. Additionally, if a FAET work required individual (ABAWD) is involved in
CCMEP/WIOA, the participant's CCMEP activity hours may count toward the FAET work required hours. The
CCMEP youth specialist will track the FAET work hours and report participation (or non-participation) to the
RCJFS work activities case manager.
When an OWF work-eligible individual is no longer required to participate in a work activity, he/she will continue
as a volunteer participant until services are completed. If the individual, in conjunction with the case manager
and youth specialist, determines the services have been completed, all TANF and WIOA services will be closed
and the youth will soft exit from the program. Richland County Job and Family Services and Catalyst Life
Services have developed protocols/policies outlining these processes (attached).

The Lead Agency has a process of notifying the new Lead Agency within 10 calendar
days when a program participant moves to another county and it is in the best interest of
the program participant to be served in the new county. OWF recipients must be
transferred to a new county within 10 calendar days of the move.
Describe:
Attempts are made to transfer program participants to another county as quickly as possible but within 10
calendar days of the reported move. The case manager/youth specialist will advise the RCJFS supervisor of the
need for a transfer. The RCJFS supervisor will contact the county to which the transfer will be made to advise
the county of the transfer. The RCJFS supervisor will review the OWCMS case file to insure all TANF and WIOA
services have been end-dated and will compile the entire case file and transfer a scanned copy of the file via email (or hard copy by mail if requested) to the transfer county. Additionally, with respect to CCMEP/OWF
required cases, the RCJFS supervisor will follow the agency Income Maintenance/Eligibility process for
transferring a case within the state case management system. If the CCMEP participant is not an OWF recipient,
the CCMEP participant may continue to receive CCMEP services in Richland County if it is determined this would
be beneficial to the participant. This determination will be made by the CCMEP participant, case manager and
youth specialist with the approval of the lead agency and Catalyst supervisors.
When a CCMEP lead agency contacts the RCJFS supervisor by e-mail or phone to advise the agency a CCMEP
participant has moved into the county, the RCJFS supervisor will request a copy of the complete CCMEP
participant file. The RCJFS supervisor will forward a copy of the participant file to the Catalyst CCMEP
supervisor so an appointment can be scheduled. The lead agency and contracted youth provider will then follow
the intake/eligibility process set forth in Procedural Letter 17-01: CCMEP Intake/Eligibility Process - OWF Work
Required or Procedural Letter 17-02: CCMEP Intake/Eligibility Process - Non-OWF Required and Volunteers.

4.4

The Lead Agency must provide an assurance that it will comply with all
requirements of the Americans with Disabilities Act (ADA) including that
participants will have the right to request reasonable modification in CCMEP
activities, including hours.
The Lead Agency certifies compliance with ADA in accordance with rule 5101:9-2-02 of
the Administrative Code and section 188 of WIOA.
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4.5

Define how the Lead Agency forms a household based upon Title IV-A federal
regulations and state law for income counting purposes for TANF funding
eligibility for WIOA youth individuals and for the semi-annual process. (Please
attach any related policies.)

Describe:
The TANF assistance group may consist of a minor child (this may include a pregnant minor child) living in a
household with a biological parent/step-parent, legal guardian, specified relative or living in an adult supervised
setting. In this case, with the exception of the adult supervised setting, the income of all adults in the household
is counted when determining eligibility. A TANF assistance group may consist of a pregnant individual, who may
or may not have other minor children residing in the household, and her domestic partner. In this case, the
income of both adults is counted to determine eligibility. Additionally, a TANF assistance group may consist of an
individual aged 18 -24 who resides in a household in which minor children reside who may or may not be related
to the individual. In this case, only the income of the individual is counted for the purpose of TANF unless the
individual is a dependent residing with a parent, step-parent, or legal guardian or residing with a domestic partner,
in which case, all income of the adults is counted.
Volunteer participant cases are reviewed on a six-month basis to determine continued eligibility for TANF funded
services (attached - Procedural Letter 17-03: CCMEP/TANF - Determination of Eligibility).

4.6

Confirm that the Lead Agency forms a family for income counting purposes for
WIOA funding eligibility based upon the definition in paragraph (A)(5) of rule
5101:10-3-01 of the Administrative Code.
Yes, the Lead Agency is forming a family for income counting purposes for WIOA
funding eligibility based upon the definition in paragraph (A)(5) of rule 5101:10-3-01 of
the Administrative Code.

5.

CCMEP Comprehensive Assessment and Individual Opportunity Plan (IOP)

5.1

Describe the Lead Agency’s process for the CCMEP Comprehensive Assessment.

Describe:
A referral for an OWF required individual is received through RCJFS Initial Contact within 24 hours of receipt of
an application. The eligibility appointment is scheduled with the Income Maintenance worker assigned to OWF
required cash cases within 7 days of the application date who then schedules the CCMEP appointment with the
case manager upon completion of the eligibility interview. At the appointment time allotted, the case manager
completes the comprehensive assessment in OWCMS and the paper copy of the CCMEP TANF/WIOA
Application. Based on the assessment and discussion with the CCMEP applicant, the case manager completes
the referral to be sent to the CCMEP youth specialist (and possibly the TANF contracted provider who manages
the work activities for OWF work required individuals) and assigns the applicant to orientation (appointment letter
given to the applicant at the time of the assessment). Non-OWF required individuals who apply through the
contracted youth provider, will complete the comprehensive assessment and CCMEP TANF/WIOA Application
with the youth specialist who then forwards the application to the Richland County Job and Family Services
CCMEP supervisor who signs off on the application and logs the information. Similarly, PRC volunteers will
complete the comprehensive assessment and CCMEP TANF/WIOA application with the case manager
processing the PRC application who will then forward a referral and the application to the CCMEP youth
specialist.

5.2

What basic skills assessment does the Lead Agency use?
WorkKeys®
Basic English Skills Test (BEST)
Comprehensive Adult Student Assessment Systems (CASAS)
General Assessment of Instructional Needs (GAIN)
Massachusetts Adult Proficiency Test (MAPT)
Test of Adult Basic Education (TABE®)
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Standardized tests – secondary school students only
Other formalized testing instruments to measure skills-related gains (Specify below).
Describe:
Richland County Job and Family Services and Catalyst LIfe Services use the TABE to measure basic skills levels
(Reading, Applied Math, Math Comprehension and Language). Additionally, if necessary as a condition of training
or employment, WorkKeys may be administered to provide information regarding specific skills sets.

5.3

Confirm that the Lead Agency has a process to ensure IOPs are developed with
participants based on their needs and revised with updates when necessary.
The Lead Agency has a process to ensure IOPs are developed with program participants
based on their needs and revised with updates when necessary.
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5.4

Describe how the Lead Agency ensures that case managers engage with program
participants at least once every 30 days and keep them engaged.

Describe:
The CCMEP case managers and youth specialists meet weekly to discuss CCMEP cases. Whenever possible,
case managers and the youth specialist meet with the participant at least once a month or make phone or text
contact with the participant at least once a month. If the case manager and youth specialist cannot meet with the
participant together, the case manager and youth specialist will update one another on the results of a meeting
through e-mail correspondence.
Case managers and youth specialists make every attempt to provide services that are relevant to the needs and
interests of the participants. Consistent encouragement is offered to participants in an effort to motivate
participants to continue to work to achieve their goals. Participants are encouraged to contact the case manager
and youth specialist when changes occur that may impact the youth's ability to meet established goals so issues
can be addressed immediately.

6.

Program Services

The Lead Agency, in collaboration with the local board, must ensure that the 14 CCMEP
services are available to program participants.
6.1

Provide a brief description of how the CCMEP services are made available to
program participants and indicate how each service is designed to reasonably
meet a TANF purpose(s).
1. TANF Purpose 1 - Provide assistance to needy families so that children may be
cared for in their own homes or in the homes of relatives
2. TANF Purpose 2 - End the dependence of needy parents on government benefits by
promoting job preparation, work, and marriage
3. TANF Purpose 3 - Prevent and reduce the incidence of out-of-wedlock pregnancies
and establish annual numerical goals for preventing and reducing the incidence of
these pregnancies
4. TANF Purpose 4 - Encourage the formation and maintenance of two-parent families

1. Tutoring, study skills training, instruction and dropout prevention - TANF Purpose(s) 1, 2
Describe:
CCMEP case mangers coordinate tutoring, study skills training and alternative secondary schooling with local
secondary and post-secondary education providers and Catalyst Life Services, the contracted WIOA youth
provider. Catalyst Life Services provides more intensive interventions such as drop-out prevention, counseling,
family outreach, and vocational services through direct services or indirect services by contract with community
agencies.

2. Alternative secondary school services/dropout recovery services - TANF Purpose(s) 1, 2
Describe:
GED (General Educational Development) classes and testing are offered at no cost to the partipant and are
located in a number of convenient locations throughout Richland County. CCEMP case managers coordinate with
local alternative secondary schools to provide education to participants who have not succeeded in the traditional
school setting. Additionally, CCMEP case managers coordinate with Catalyst Life Services to provide dropout
interventions that include such strategies as mentoring, community participation, alternative schooling and after
school programs.

3. Paid and unpaid work experience (with an academic and occupational education
component) - TANF Purpose(s) 1, 2
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Describe:
CCMEP case mangers coordinate with Catalyst Lifes Services to provide informational interviewing, job
shadowing, and paid work experiences to participants. As the contracted WIOA youth services provider, Catalyst
Life Services has developed key relationships with businesses in the community to ensure a variety of paid and
unpaid work experiences/opportunities for participants. Every attempt is made to match participants with work
experiences that enhance the participant's interest (academic or personal). Work experience is also used as an
opportunity to increase the participant's understanding of work ethic and the culture of work.

4. Occupational skill training - TANF Purpose(s) 1, 2
Describe:
CCMEP case managers coordinate with Catalyst Life Services to offer participants an opportunity to enroll in
adult education programs, community colleges, public school and alternative school vocational programs that
lead to a credential reflective of the participant's skills, abilities, preferences, and current local labor market
information. Individual Training Accounts may be used to cover the cost of training programs (using WIOA youth
and/or WIOA Adult funding). Additionally, WIOA funds may be used to provide On-the-Job training (OJT)
opportunities to youth interested in specific employment or a specific industry sector.
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5. Education offered concurrently with workforce preparation - TANF Purpose(s) 1, 2
Describe:
CCMEP case managers and youth specialists work closely with the OhioMeansJobs Center and utlize the
ohiomeansjobs.com website for many educational opportunites while also seeking entry-level employment. The
website offers many sample tests for TABE practice, Microsoft Office programs, and career interest and inventory
surveys and access to open positions in the area to which particpants may apply. Additionally, CCMEP
participants may take advantage of employer open recruiting sessions and informational workshops offered
through the OhioMeansJobs Center in an effort to gain work experience while enrolled in an alternative
secondary program or post-secondary training program. Case managers and youth specialists work with
educational entities to develop internship opportunities for participants as well.

6. Leadership development opportunities - TANF Purpose(s) 1
Describe:
CCMEP case managers coordinate with Catalyst Life Services to provide Life Skills classes to CCMEP
participants. Through the Life Skills classes, youth spcialists offer a variety of activities that encourage positive
social behaviors while encouraging youth to develop leadership skills. Participants are encouraged to work with
youth specialists to identify community projects (such as city beautification projects, serving the homeless through
food pantries, etc.) to be performed throughout the program year. Additionally, youth are encouraged to
participate on community committees of interest.

7. Supportive services - TANF Purpose(s) 1, 2
Describe:
CCMEP case managers coordinate with Catalyst Life Services to provide various supportive servies and link
individuals with other agencies and/or community services. Catalyst Life Services as an organization offers
resources in a number of areas including transportation; mental health counseling and case management; alcohol
and other drug counseling; housing assistance and placement; audiology assessments; services for the deaf and
hard of hearing; and vocational rehabilitation. CCMEP participants may be eligible for wrap-around services
offered to other Catalyst consumers (services funded through Medicaid and/or other local mental health funds).
Additionally, participants are referred to appropriate outside resources for other assistance such as childcare and
healthcare.

8. Adult mentoring - TANF Purpose(s) 1, 2
Describe:
CCMEP case managers coordinate with Catalyst Life Services to offer mentoring opportunities to participants.
Whenever possible, mentorship opportunites support the participant's personal and/or academic/career intersts
and may evolve out of paid work experiences and job shadowing sessions. Participants are encouraged to
pursue membership in groups, clubs, and other affiliations related to their career interests.

9. Follow-up services for not less than 12 months - TANF Purpose(s) 1, 2
Describe:
CCMEP case managers coordinate with Catalyst Life Services to provide job coaching and retention services for
at least 12 months after participation to ensure successful educational attainment and/or community employment.
Case managers and youth specialists maintain contact with the exited participant to ensure needs are met and to
assist in reducing any barriers that may be preventing attainment of a goal. Staff provide career development
services, mentors and peer support groups when appropriate. CCMEP case managers and youth specialists may
follow up with employers and educational providers to track participants' progress in achieving performance
outcomes.

10. Comprehensive guidance and counseling - TANF Purpose(s) 1, 2
Describe:
CCMEP case managers coordinate with Catalyst Life Services to provide guidance and counseling, including
drug and alcohol abuse counseling and mental health counseling. Catalyst internal treatment teams coordinate
with CCMEP case managers and youth specialists to ensure progress toward a common goal. Additionally, case
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managers and youth specialists may work with Catalyst employment specialists when making academic referrals
for participants with multiple barriers who wish to pursue post-secondary training. Case managers and youth
specialists provide career counseling to help the participant identify realistic career goals based on interests,
educational attainment and criminal history, if appropriate.

11. Financial literacy education - TANF Purpose(s) 1, 2
Describe:
CCMEP case managers coordinate with Catalyst Life Services to offer financial education, money management,
and budgeting classes. Through the Life Skills sessions, Catalyst youth specialists educate participants on
checking and savings accounts and budgeting. Additionally, community representatives offer sessions to assist
participants with understanding good vs bad loans, credit ratings, tax preparation, and other topics of interest.

12. Entrepreneurial skills training - TANF Purpose(s) 1, 2
Describe:
CCMEP case managers coordinate with Catalyst Life Services to provide entrepreneurial training to participants.
Catalyst employment specialists are trained in self-employment processes, including assisting participants with
designing a business plan, obtaining necessary licensure and/or certifications, and equipment/supply purchasing.
When necessary, referrals are made to community resources such as SCORE and the Richland Area Chamber to
provide further guidance and assistance.
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13. Labor market and employment information - TANF Purpose(s) 2
Describe:
CCMEP case managers coordinate with Catalyst Life Services to provide career exploration services to assist
participants in researching local labor market and employment information that may include required skills for the
job, typical work environment, salary, training, certifications, licensure, and whether or not the job is growing or in
demand. Case managers and youth specialists coordinate with the OhioMeansJobs Center to provide pertinent
information.

14. Post-secondary preparation and transition activities - TANF Purpose(s) 1, 2
Describe:
CCMEP case managers and youth specialists coordinate with preparatory training and education programs that
lead to a post-secondary education or certification. When youth are considering post-secondary education, youth
specialists assist with the completion of the Free Application for Federal Student Aid and schedule college visits
with academic counselors and financial aid representatives.

6.2

The Lead Agency must provide an assurance that TANF or WIOA funds are not
used to pay a program participant directly for subsidized employment by the local
participating agency as either a Lead Agency or as a service provider.
The Lead Agency certifies that it does not use TANF or WIOA funds to pay a program
participant directly for subsidized employment by the local participating agency as either a
Lead Agency or as a service provider. Provide a description of how participants will be
compensated for subsidized employment:

Describe:
Richland County Job and Family Services, as the lead agency, does not directly pay a participant for subsidized
employment. As the contracted youth services provider, Catalyst Life Services assumes the role of the employer
of record for all CCMEP TANF/WIOA funded subsidized employment activities. Catalyst Life Services follows the
procedures established by its financial department when providing subsidized employment opportunities
developed for the WIOA youth program.

6.3

Provide a description of the supportive services that the Lead Agency makes
available to program participants and attach local policies on supportive services:

Describe:
Richland County Job and Family Services, as the lead agency for CCMEP, adheres to the Supportive Services
policy established through the Richland-Crawford Workforce Development Board when serving CCMEP
participants. According to the local policy, supportive services may be provided to assist participants with
transportation to and from job search activities and training activities. Additionally, supportive services may
include assistance to purchase tools, uniforms, and equipment necessary to obtain and/or maintain employment
or participate in skills-based training; may cover the cost of temporary housing not to exceed 30 days when a
participant is involved in training that is located at least 60 miles from the participant's address of residence; may
cover the cost of applications for exams, certifications and membership fees required for employment and/or
training; and may be used to obtain various documents needed to attend training or obtain employment such as a
state ID, transcript, and/or health record.
When providing CCMEP supportive services, as the lead agency, RCJFS will ensure services meet the federal
TANF requirement of "non-assistance" and are non-recurring. If ongoing assistance is needed, referrals to
community agencies will be made on behalf of the participant.

6.4

Provide a description of the follow-up services that the Lead Agency makes
available to program participants including documentation requirements when a
program participant cannot be located or contacted or requests to opt out or
discontinue follow-up services:
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Describe:
Richland County Job and Family Services, as the lead agency for CCMEP, will ensure follow up services are
provided to all CCMEP participants, with the exception of participants who cannot be located, request services be
discontinued or, in the event TANF or WIOA funding is limited. Follow up services will begin with the first day of
the 90 day exit process and will continue for a minimum of 12 months and be initiated monthly during that period.
Attempts to follow up will be documented through the CCMEP-RW 106 Appointment Letter mailed to the
individual and noted in OWCMS case notes. Follow up contact may be in-person contact, phone contact, text
contact or contact by mail (the primary method of conducting follow up contact may be determined with the
participant at the time of exit). Follow up services are intended to be services that will assist the exited participant
in maintaining his/her objectives or goals established while participating in CCMEP and may include
transportation assistance; assistance with educational testing fees/employment testing fees; job coaching/adult
mentoring services; purchase of equipment/uniforms necessary for employment/job skills training, etc. If an
exited participant requests follow up services be discontinued, the case manager or youth specialist will note the
request in OWCMS, making sure to include the date the request was received.
When providing follow up services, as the lead agency, RCJFS will ensure services meet the federal TANF
requirement of "non-assistance" and are non-recurring. If ongoing assistance is needed, referrals to community
agencies will be made on behalf of the participant.

6.5

Describe the timeframes and documentation requirements the Lead Agency uses to
determine good cause for OWF work-eligible CCMEP program participants.

Describe:
Work required CCMEP participants are required to provide written documentation of good cause within seven (7)
days of an absence or failure to complete a required work activity. Written documentation may include a signed
medical leave form; doctor's statement; statement from a child's school or child care provider; appointment card
for an appointment with a community social service agency; or document reviewed and approved by the Richland
County Job and Family Services case manager. A CCMEP work required participant may only "make up" hours
that have been designated as meeting the definition of good cause (through documentation) by the RCJFS case
manager.
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6.6

What is the process for providing a program participant with written notice of
scheduled CCMEP appointments?

Describe:
An appointment letter may be hand-delivered to the CCMEP participant at the time of a meeting with the case
manager or youth speciailist or may be mailed to the participant within seven (7) days of the appointment time.

6.7

For program participants without a high school diploma, how will the Lead Agency
ensure those individuals are made aware of options to obtain their high school
degree or its equivalent (e.g., ABLE referral, Adult Diploma option)?

More than 1 million adult Ohioans do not possess a high school diploma or equivalent.
Addressing this issue is critical to Ohio’s economic health and growth. Attainment of this
credential is one of the primary measures for CCMEP and an important priority for the program.
Describe:
As the case managers complete the comprehensive assessments with participants, anyone identifying
himself/herself as not having a high school diploma or GED will be advised of the importance of completing one
and strongly encouraged to enroll in GED classes through Mansfield City Schools (Aspire), the local ABLE
grantee, or a high school diploma program, if appropriate. Time involved in GED tutoring/study will be counted
as a work required activity. Transportation assistance may be provided to county Aspire (GED) locations to
ensure this does not become a barrier for participants.

6.8

Describe the Lead Agency's role in the design of the CCMEP services procured
through the workforce development board including collaboration and co-funding.

Describe:
As the designated CCMEP lead agency, Richland County Job and Family Services will not bid on any requests to
provide youth services and so will collaborate with the local area Workforce Development Board in the
development of the youth services provider Request for Proposals and selection process. Richland County Job
and Family Services, in conjunction with the local area Workforce Development Board, will identify the services to
be offered by the lead agency to include outreach, eligibility determination, completion of the comprehensive
assessment and IOP, case management, development of ITAs and OJTs, provision of labor market information
and labor exchange activities, supportive services, and follow-up services and identify the process for
coordinating with the contracted youth services provider to insure the provision of these activities and the fourteen
elements or competitively procured services are effective and seamless for the CCMEP participants. Additionally,
Richland County Job and Family Services will work with the local area Workforce Development Board to fully
maximize local TANF and WIOA funding for the program. Every effort will be made by Richland County Job and
Family Services to utilize agency operating funds for CCMEP staff to maximize the use of CCMEP TANF funds
for the provision of participant services.

6.9

Confirm that the Lead Agency is not utilizing Prevention, Retention, and
Contingency (PRC) funding for CCMEP program participants.
Yes, the Lead Agency is not utilizing PRC funding for CCMEP program participants.

7.

Case Management

Case managers and their efforts to build relationships with program participants are the key to
the success of CCMEP and program participants’ outcomes.
7.1

What case management training has or will the Lead Agency require for CCMEP
case managers?
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Describe:
Richland County Job and Family Services case managers are experienced case managers who have been
providing case management services to OWF work required participants for an average of eight years. Case
managers have participated in various CCMEP trainings that have been offered through the Ohio Department of
Job and Family Services. Additionally, agency case managers are required to view webinars and/or video
conferences that are made avaiable through ODJFS on the topic of CCMEP. Catalyst Life Services requires
youth specialists working with CCMEP youth to have at least an Associate degree in Social Work, Human
Services, Psychology or a related field and requires CCMEP youth specialists to participate in ODJFS sponsored
trainings.

7.2

What is the average caseload size for CCMEP case managers?
15 cases or less
Between 15 and 25 cases
Between 25 and 50 cases

JFS 03001 (Rev. 10/2017)

Between 50 and 100 cases
100 cases or more
Other:

Page 22 of 24

7.3

What process does the Lead Agency use for program participant feedback and how
will the Lead Agency utilize this information for ongoing improvements?

Describe:
During this second year of implementation, Richland County Job and Family Services will borrow a participant
survey previously utilized by Catalyst Life Services in the WIOA Youth program. The survey has been revised to
capture elements representative of CCMEP and will be administered to participants at the six month TANF
review and at exit from the program. Suggestions will be compiled and analyzed to improve internal processes,
add services (if possible) and make suggestions to the local board for possible changes to workforce policies.

7.4

What process does the Lead Agency use for case manager’s feedback and how will
the Lead Agency utilize this information for ongoing improvements?

Describe:
Richland County Job and Family Services case managers, TANF contracted provider staff and the
WIOA/CCMEP supervisor and administrator meet weekly to discuss programmatic issues. Suggestions offered
during the weekly meetings often prompt revisions in internal policies and procedures.

8.

Performance Measures

A key feature of CCMEP is strengthened accountability through the establishment of a single
Lead Agency responsible for meeting common outcome measures and performance goals.
8.1

How will the Lead Agency collect and report any supplemental data to be included?

In addition, ODJFS also matches case records with data from various sources. Some post-exit
program participant accomplishments (e.g., degree attainment) may not be captured this way.
Describe:
Case managers and youth specialists will collect copies of report cards in an effort to document skills gains and
copies of certificates/diplomas to document skills gains with regard to training activities. Additionally, WIOA Adult
and Dislocated Worker case managers will share copies of certificates and degrees/diplomas for those CCMEP
participants involved in those programs. Case managers may use income/employment verification gathered for
the purpose of public assistance as documentation of employment. Various information collected as supplemental
data will be referenced in a case note in OWCMS, noted on the appropriate screen (when this is an option) and
kept in the CCMEP participant's case file.
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CCMEP Plan Certification
Please provide the name, title, and signature of the administrator, director or executive
director of the CCMEP Lead Agency:
Name and Title
Sharlene Neumann, Director
Signature

Date

Please provide the name, title, and signature of the chairperson of the local workforce
development board (or the chairperson’s designee):
Name and Title
Jenni Paramore, Local Area 10 Workforce Development Board Chairperson
Signature
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COMPREHENSIVE CASE MANAGEMENT AND EMPLOYMENT PROGRAM
(CCMEP) PLAN
ATTACHMENTS
PL 17-01: CCMEP Intake/Eligibility Process – OWF Work Required
PL 17-02: CCMEP Intake/Eligibility Process – Non-OWF Required and Volunteers
PL 17-03: CCMEP/TANF – Determination of Eligibility
PL 17-04: CCMEP Sanction Process – OWF Work Required
PL 17-05: CCMEP Transfer In/Out
PL 17-06: CCMEP Closing Services – Follow-Up
Follow-Up Services - WIOA
Incentives – WIOA
PL 17-07: Incentives – TANF
PL 17-08: CCMEP Definition of Needs Additional Assistance
LArea 10 PL 04-06: Eligibility for WIOA Services for Youth
LArea 10 PL 05-01.1: Determination of Dependent Status for WIOA Training and Youth Services
LArea 10 PL 04-05: Individual Training Accounts (ITAs)
LArea 10 PL 16-01: Career Services for Adult and Dislocated Workers
LArea 10 PL 10-03.01: Serving Immediate Family Members, Close Acquaintances, and Other
Stakeholders in WIOA Training Programs
LArea 10 PL: On the Job Training Policy
LArea 10 PL 04-10: Program Monitoring and Oversight
LArea 10 PL 06-04: Adult & Dislocated Worker Work Experience, Definition, Suitability and Duration
LArea 10 PL 08/02: Supportive Services
CCMEP Participant Survey
CCMEP-RW 106 Appointment Letter
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Sharlene Neumann
Director

October 1, 2017
Procedural Letter 17-01: CCMEP Intake/Eligibility Process – OWF Work Required
To:

CCMEP/WA Case Managers, Success Unlimited Staff, CCMEP/Youth Specialist

From:

Lori Bedson, Assistant Director
Heather Mosley, Social Services Supervisor/WA

Cc:

Dan Dickman, Success Unlimited; Stephanie Jakubick, Catalyst

Subject:

CCMEP Procedure

I.

Purpose
To provide guidance on newly implemented CCMEP rules/policies regarding intake and determination
of CCMEP program eligibility and enrollment for OWF required applicants.

II.

Effective Date
Changes will be implemented immediately.

III.

Background
Effective October 1, 2017, new rules and policy guidance were approved by the Ohio Department of Job
and Family Services/Office of Workforce Development outlining current changes being implemented
within the CCMEP Program. The procedures identified in this letter reflect the current policy guidance.

IV.

Procedure
A.
A 7200 is received in the agency.
B.
The eligibility appointment is scheduled with the OWF required designated IMCW within 7 days
of receipt of the application.
C.
The CCMEP/WA initial assessment is scheduled immediately after the eligibility appointment
and the IMCW informs the applicant of the appointment date and time.
D.
The CCMEP/WA assessment includes the following:
1)
Complete the JFS 3002 TANF/WIOA application (must be signed/dated by the applicant)
2)
Complete the Basic Intake Screens and Comprehensive Assessment in OWCMS
3)
Complete the CCMEP Assessment Referral (to include):
a)
Date/time of Orientation (to include the TABE to be scheduled on Thursday
of Orientation or on an individual basis through Success Unlimited)
b)
Date OMJ registration is to be completed
c)
Date/time of IOP meeting with WA worker and CCMEP/Youth worker

Effective Date: 10/1/2017 rev 11/2017

E.

F.

G.

H.

Submit a printed copy of the Case Management Assessment, CCMEP Assessment Referral, and
the completed TANF/WIOA application (JFS 03002) to the Supervisor immediately after the
intake screening
Complete IOP (client and case manager sign and date)
1) Scan the IOP into the DMS and provide a copy to the client; forward the original to the
Supervisor for review (Supervisor will forward to CCMEP Youth Worker)
Schedule review appointments at least monthly with WA worker and/or CCMEP/Youth worker
1)
Use Google Calendar to schedule with CCMEP/Youth Worker
2)
Complete the RW106 Appointment Letter for the client (keep copy to scan to the DMS)
Document the initial screening/intake process and all subsequent appointments and
services through case notes in CRISE and OWCMS

NOTE: Six month TANF review completed with Interim Report and annual recertification.

Effective Date: 10/1/2017 rev 11/2017

Sharlene Neumann
Director

November 2017
Procedural Letter 17-02: CCMEP Intake/Eligibility Process – Non-OWF Required and Volunteers
To:

CCMEP/WA Case Managers, Success Unlimited Staff, CCMEP/Youth Specialist

From:

Lori Bedson, Assistant Director
Heather Mosley, Social Services Supervisor/CCMEP-Work Activities

Cc:

Dan Dickman, Success Unlimited; Stephanie Jakubick, Catalyst

Subject:

CCMEP Procedure

I.

Purpose
To provide guidance on newly implemented CCMEP rules/policies regarding intake and determination
of CCMEP program eligibility and enrollment for CCMEP volunteers.

II.

Effective Date
To take effect with the implementation of the CCMEP Biennial Plan 2017-2019.

III.

Background
Effective October 1, 2017, new rules and policy guidance were approved by the Ohio Department of Job
and Family Services/Office of Workforce Development outlining current changes being implemented
within the CCMEP Program. The procedures identified in this letter reflect the current policy guidance.

IV.

Procedure
A.
Referrals through community sources and/or PRC come to Catalyst Life Services or
Richland County Job and Family Services through fax, online request, walk-in, or phone contact.
B.
Referrals are reviewed and prioritized according to barrier(s). The referral is assigned to a Youth
Specialist.
C.
Youth Specialist schedules an intake appointment with the applicant within 7 days of receiving
the referral.
D.
The CCMEP Non-OWF Required/Volunteer intake/assessment includes the following:
1)
Complete the JFS 3002 TANF/WIOA application (must be signed/dated by the applicant)
2)
Billing and Vocational Intake paperwork completed with the applicant
3)
Administer the TABE
4)
Comprehensive Assessment completed with the applicant and CCMEP Youth Specialist
E.
After the initial intake assessment has been completed and the TABE has been administered, the
Basic Intake screens in OWCMS are completed and the completed file is sent (via e-mail) to the

Effective Date: 10/1/2017 rev 11/2017

F.

G.

Workforce Development Board Director and Richland County Job and Family Services CCMEP
Supervisor for review.
The WDB Director reviews the file to establish eligibility for WIOA services and the Richland
County Job and Family Services CCMEP Supervisor reviews the file to establish eligibility for
TANF services. The Director and CCMEP Supervisor contact the youth specialist via e-mail to
advise the worker as to the status of the case – approved/denied for WIOA/TANF services. If
the applicant is approved for TANF services, the CCMEP Supervisor notes the date of the sixmonth TANF review in the e-mail correspondence.
If approved for CCMEP services, an appointment is scheduled with the applicant to complete the
IOP and services begin.

Effective Date: 10/1/2017 rev 11/2017

Sharlene Neumann
Director

November 2017
Procedural Letter 17-03: CCMEP/TANF - Determination of Eligibility
To:

CCMEP/WA Case Managers, Success Unlimited Staff, CCMEP/Youth Specialist

From:

Lori Bedson, Assistant Director
Heather Mosley, Social Services Supervisor/WA

Cc:

Dan Dickman, Success Unlimited; Stephanie Jakubick, Catalyst

Subject:

CCMEP Procedure

I.

Purpose
To provide guidance on determining eligibility for CCMEP TANF services.

II.

Effective Date
Changes will be implemented immediately.

III.

Background
Effective October 1, 2017, new rules and policy guidance were approved by the Ohio Department of Job
and Family Services/Office of Workforce Development outlining current changes being implemented
within the CCMEP Program. The procedures identified in this letter reflect the current policy guidance.

IV.

DEFINITIONS
TANF Assistance Group
For purposes of CCMEP/TANF, follow the guidelines below when determining the assistance group:
1)
When the applicant is a minor living with natural or adoptive parent(s), legal guardian or legal
custodian, the assistance group includes all minor siblings and adults (identified above) living in
the household. Income of all identified adults is counted.
2)
When the household consists of a minor parent and the minor parent’s children, if the minor
parent is married or living with a specified relative, the assistance group consists of the minor
parent, spouse, minor parent’s children and specified relative. Income of all adults is counted.
3)
When the household consists of a minor parent and the minor parent’s children who are residing
with the minor parent’s parents, the assistance group consists of the minor parent, minor
parent’s children and the minor parent’s parents. The income of the minor parent and the minor
parent’s parents is counted as the household income.

Revised June 2018

4)

5)

6)

V.

When the household consists of a pregnant woman and her domestic partner, the assistance
group consists of the pregnant woman and her partner. The income of both individuals is
counted.
When the household consists of a parent and step-parent, the assistance group consists of
the biological parent, step-parent and all minor children in the household. The income of the
parent and step-parent is counted.
When the household consists of a parent/guardian/custodial parent, the children in the care of the
parent/guardian/custodial parent, and an adult who may or may not be related to the children
(such as an aunt, grandfather, friend, etc.), the assistance group consists of the applicant
parent/guardian/custodial parent and the minor children in the applicant’s care.

CALCULATING MONTHLY INCOME
Anticipated income is that which is received in a typical month. Weekly income will be converted to a
monthly amount by multiplying by 4, bi-weekly income will be converted to a monthly amount by
multiplying by 2, and semi-monthly income will be converted to a monthly amount by multiplying by 2.
If the AG will receive less than the normal number of pays in the month of application, the actual
income will be used.
The total gross income, both earned and unearned, of all the PRC AG members must be counted. There
are no deductions or exclusions allowed from any type of countable income. Written or verbal
verification of income is required. Verification that is obtained by phone, must be clearly documented
in the PRC AG record and include the name and position of the supplier of the information/verification,
the date the verification was obtained, and the amount of the verified income. If the total PRC AG
income is equal to or less than the specified percentage of the FPG for the PRC AG size, the PRC AG
meets the income requirement.
Includable and Excludable Income
Countable Income – Earned
• Earnings from employment (includes self-employment)
• Strike benefits (if worker is required to perform services to receive the benefit)
• Training allowances (excludes allowances paid to youth through WIOA)
Countable Income - Unearned
• Social Security Disability/Social Security Survivor’s Benefits
• Alimony and child support
• Veteran Administration benefits
• Workers Compensation benefits
• Lump-sum payments
• Unemployment benefits
• Pension and retirement benefits
• Strike benefits
• Investment income
• Rental Income
Excludable Income
• Income received through short-term, subsidized employment under the Workforce Innovation
and Opportunity Act (WIOA) will be disregarded income
• Child support payment distributions made by ODJFS (lump-sum/arrearage payment)

Revised June 2018

•

All income that is federally excluded in the determination of eligibility for federal needs-based
programs:
a) drug discounts and transitional assistance received under the Medicare Prescription
Drug, Improvement, and Modernization Act (Section 1860D-31(g)(6) of the Social
Security Act), and
b) monetary allowances paid under Section 401 of the Veteran’s Benefits and Health
Care Improvement Act of 2000, effective December 1, 2000, and
c) Social Security Supplemental Income (SSI)

NOTE: Check to insure there is no open, intentional program violation regarding public assistance.

Revised June 2018

Sharlene Neumann
Director

October 1, 2017
Procedural Letter 17-04: CCMEP Sanction Process – OWF Work Required
To:

CCMEP/WA Case Managers, Success Unlimited Staff, CCMEP/Youth Specialist

From:

Lori Bedson, Assistant Director
Heather Mosley, Social Services Supervisor/WA

Cc:

Dan Dickman, Success Unlimited; Stephanie Jakubick, Catalyst

Subject:

CCMEP Procedure

I.

Purpose
To provide guidance on newly implemented CCMEP rules/policies regarding intake and determination
of CCMEP program eligibility and enrollment for OWF required applicants.

II.

Effective Date
Changes will be implemented immediately.

III.

Background
Effective October 1, 2017, new rules and policy guidance were approved by the Ohio Department of Job
and Family Services/Office of Workforce Development outlining current changes being implemented
within the CCMEP Program. The procedures identified in this letter reflect the current policy guidance.

IV.

Procedure
A.
The RCJFS case manager will review participation attendance on a bi-weekly basis.
B.
If it is determined the CCMEP OWF work-required individual has not participated to meet work
participation hours or CCMEP hours, the case manager will contact the youth specialist to insure
all hours of participation have been accounted for and/or reported.
C.
If all CCMEP/work activities hours have been reported and the individual is failing to
participate, the case manager will request the appropriate tier sanction be imposed. The case
manager will notify the OWF sanction case manager by e-mail and copy the youth specialist and
Success Unlimited on the e-mail request.
D.
During the sanction period, the case manager and youth specialist will coordinate monthly
contact with the participant to try to engage the individual in services. Contact will be made
through appointment letter (CCMEP-RW 106 Appointment Letter) and documented in OWCMS
and CRISE.
E.
Participants who cooperate will continue to work through services as identified on the IOP.

Effective Date: 10/1/2017 rev 11/2017

F.

If no contact can be made with the individual during the sanction period and, at least, five
attempts have been made to engage the youth (including attempts made prior to the imposition of
the sanction and during the sanction period), the case manager will issue the notice of adverse
action and begin the 90-day exit process.

Effective Date: 10/1/2017 rev 11/2017

Sharlene Neumann
Director

October 1, 2017
Procedural Letter 17-05: CCMEP Transfer-In/Out
To:

CCMEP/WA Case Managers, Success Unlimited Staff, CCMEP/Youth Specialist

From:

Lori Bedson, Assistant Director
Heather Mosley, Social Services Supervisor/WA

Cc:

Dan Dickman, Success Unlimited; Stephanie Jakubick, Catalyst

Subject:

CCMEP Procedure

I.

Purpose
To provide guidance on newly implemented CCMEP rules/policies regarding intake and determination
of CCMEP program eligibility and enrollment for OWF required applicants.

II.

Effective Date
Changes will be implemented immediately.

III.

Background
Effective October 1, 2017, new rules and policy guidance were approved by the Ohio Department of Job
and Family Services/Office of Workforce Development outlining current changes being implemented
within the CCMEP Program. The procedures identified in this letter reflect the current policy guidance.

IV.

Procedure
A.
Transfer-In/OWF Required: When a CCMEP lead agency contacts the RCJFS CCMEP
supervisor by e-mail or by phone to advise the agency a CCMEP participant has moved into the
county, the RCJFS supervisor will request a copy of the complete CCMEP participant file. An
initial CCMEP appointment is scheduled and an appointment letter (CCMEP-RW 106) is mailed
to the individual. The file is forwarded to the CCMEP case manager with whom the
appointment is scheduled and a copy is forwarded to the Catalyst youth specialist. The RCJFS
case manager and Catalyst youth specialist will follow the intake/eligibility process set forth in
Procedural Letter 17-01: CCMEP Intake/Eligibility Process – OWF Work Required.
B.
Transfer-In/Non-OWF Required – Volunteer: When a CCMEP lead agency contacts the
RCJFS CCMEP supervisor by e-mail or by phone to advise the agency a CCMEP participant has
moved into the county, the RCJFS supervisor will request a copy of the complete CCMEP
participant file. The RCJFS supervisor will forward the participant file to the Catalyst CCMEP
supervisor so an appointment can be scheduled. The lead agency and contracted youth provider

Effective Date: 10/1/2017 rev 11/2017

C.

will follow the intake/eligibility process set forth in Procedural Letter 17-02: CCMEP
Intake/Eligibility Process – Non-OWF Required and Volunteers.
Transfer-Out/OWF Required and Non-OWF Required/Volunteer: The CCMEP case
manager will advise the RCJFS supervisor of the need for a transfer. The RCJFS supervisor will
contact the county to which the transfer will be made. The RCJFS supervisor will review the
OWCMS case file to insure all TANF and WIOA services have been end-dated and will compile
the entire case file and transfer a scanned copy of the file (via e-mail) to the transfer county.
When transferring a CCMEP OWF required case, the RCJFS supervisor will also follow the
established procedure for transferring a case in CRISE.

Effective Date: 10/1/2017 rev 11/2017

Sharlene Neumann
Director

October 1, 2017
Procedural Letter 17-06: CCMEP Closing Services – Follow-Up
To:

CCMEP/WA Case Managers, Success Unlimited Staff, CCMEP/Youth Specialist

From:

Lori Bedson, Assistant Director
Heather Mosley, Social Services Supervisor/WA

Cc:

Dan Dickman, Success Unlimited; Stephanie Jakubick, Catalyst

Subject:

CCMEP Procedure

I.

Purpose
To provide guidance on newly implemented CCMEP rules/policies regarding closing CCMEP ongoing
services and providing follow-up services. Follow-up services are defined as activities to monitor a
youth’s success during the transition into employment and/or further education after completion of
services. Follow-up services are critical services provided following exit from the program.

II.

Effective Date
Changes will be implemented immediately.

III.

Background
Effective October 1, 2017, new rules and policy guidance were approved by the Ohio Department of Job
and Family Services/Office of Workforce Development outlining current changes being implemented
within the CCMEP Program. The procedures identified in this letter reflect the current policy guidance.

IV.

Procedure – Closing Services
A.
When the RCJFS case manager, Catalyst youth specialist and CCMEP participant determine
CCMEP services can be closed, and the case has been reviewed with the RCJFS and Catalyst
Supervisors, all open services in OWCMS will be end-dated to reflect the last date of service and
a mutually agreed upon close reason will be entered in the system so the 90-day exit process can
begin.
• A non-OWF required volunteer who reaches the age of 24 may continue services until
he/she meets one of the exit criteria as identified in state policy/guidance (identified
below in Section C).
• Non-OWF required volunteers will begin the 90-day exit process after the period of due
process has ended (at least 15 days, up to 30 days). OWF required participants who lose
eligibility for TANF and WIOA will begin the 90-day exit process immediately.
B.
Except with respect to ineligibility (Section C, #4), the 90-day exit period will begin after the
notice of adverse action has been issued—at least 30 days prior to ending all services (to include

Effective Date: 10/1/2017 rev 11/2017 rev 06/2018

C.

the 15-day period of due process required for OWF required participants). Prior to beginning the
90-day exit period, the case manager and youth specialist will ensure no additional services are
needed or ensure every attempt to reach a non-complying participant has been made before enddating services and beginning the exit process (at least five failed attempts to provide services).
Attempts to contact a non-complying participant must be documented through contact notices
(appointment letters – CCMEP-RW 106 Appointment Letter).
The lead agency may propose to end CCMEP services for a non-OWF required or volunteer
program participant between the ages of 14 and 24 for the following reasons:
1)
The program participant has successfully entered post-secondary education, military
enlistment or deployment, and/or subsidized employment and no longer needs CCMEP
services;
2)
The program participant has been awarded Social Security Disability Insurance (SSDI) or
Supplemental Security Income (SSI) by the Social Security Administration and has made
application for services with Opportunities for Ohioans with Disabilities (OOD);
3)
The program participant has not engaged in CCMEP services and activities on at least
five occasions without explanation and the lead agency/youth provider has made
reasonable efforts to provide services and to re-engage the participant; or
4)
The program participant is no longer eligible for TANF or WIOA funding; or the lead
agency lacks funding to provide the services. If funding is no longer available, the lead
agency will end all CCMEP services and issue a notice of adverse action to the affected
participant. Participants exited due to lack of funding will not receive follow up services.

V.

Procedure – Follow-Up Services
A.
Follow-up services will be provided for a minimum of 12-months after exit from the CCMEP
program unless the lead agency lacks the necessary TANF or WIOA funding. All participants
will receive follow-up services unless the participant declines the services or cannot be located or
contacted. Follow-up appointments (in-person or phone contact) will be initiated by sending the
CCMEP-RW 106 Appointment Letter to the individual to schedule in-person or phone contact
on a monthly basis. Follow-up services may also be initiated through contact from the exited
participant who may be requesting additional assistance.
B.
Follow-up services will align with the participant’s IOP and will be based on the participant’s
needs (must be more than contact made to check the status of performance).
C.
Follow-up services may be discontinued if the participant cannot be located or contacted or the
participant requests to discontinue receiving services.

VI.

Examples of Follow-Up Services
Follow-up services may include:
a)
linkages to community services;
b)
transportation;
c)
assistance with educational testing;
d)
assistance with uniforms or other appropriate work attire and work-related tool costs;
e)
assistance in career development (career pathway development, short-term
education/training, etc.);
f)
work-related peer support groups;
g)
adult mentoring/job coaching; and/or
h)
other services deemed appropriate and allowable.

*Note: Follow-up contact must be documented in OWCMS

Effective Date: 10/1/2017 rev 11/2017 rev 06/2018

CATALYST LIFE SERVICES
SUBJECT: FOLLOW-UP SERVICES- WIOA
SECTION: VOCATIONAL SERVICES
APPROVED BY: Veronica L Groff
PAGE 1 OF 2
NEW 1/16 REVISED ______ REVIEWED 04/17
__________________________________________________________________
PURPOSE:
To set forth the agency’s policy and procedures regarding follow-up services under the
Workforce Innovation and Opportunity Act youth program.
POLICY:
It is the policy of the agency that all follow-up services are defined as activities after completion
of participation to monitor youths' success during their transition to employment and further
education and to provide assistance as needed for a successful transition. Follow-up services are
critical services provided following a youth's exit from the program to help ensure the youth is
successful in employment and/or post-secondary education and training.
Follow-up services may include:
• Supportive services, including:
o Linkages to community services;
o Transportation;
o Assistance with educational testing; and
o Assistance with uniforms or other appropriate work attire and work-related tool
costs.
• Regular contact with a youth participant's employer, including assistance in addressing
work-related problems;
• Assistance in career development (i.e. securing better paying jobs, career pathway
development , and referrals for further education or training);
• Work-related peer support groups;
• Adult mentoring; and/or
• Services necessary to ensure the success of youth participants in employment and/or postsecondary education
All youth participants must receive some form of follow-up services for 12 months. The types of
services provided and the duration of services must be determined based on the needs of the
youth and therefore, the type and intensity of follow-up services may differ for each participant.
However, follow-up services must include more than only a contact attempted or made for
securing documentation in order to report a performance outcome.

PROCEDURE:
The Assistant Director of Vocational Services will add a youth in follow-up status to the
caseload roster. Active participants will transfer from “in service” status to “follow-up” status
upon attaining employment and/or educational goals. Once entered into follow-up status, the
Employment Specialist assigned to the participant will provide follow-up services as needed for
a period of at least twelve months. The Assistant Director of Vocational Services will update the
roster at any point when the participant’s status changes during the follow up period.
Employment Specialists will maintain progress notes, at least monthly, to document follow-up
contacts and supportive services provided.
Youth in follow-up may be “re-enrolled” into the program if failure to maintain employment or
education results in a need for more intensive services, such as those listed under program
services.
One the administrative entity of the grant confirms transition from “follow-up” to “active” status,
youth will be moved back into “active” status on the roster.

RESPONSIBILITY:
Management Team
Supervisors

CATALYST LIFE SERVICES
SUBJECT:
SECTION:
APPROVED BY:

INCENTIVES- WIOA
VOCATIONAL SERVICES
Veronica L. Groff

PAGE 1 of 2

NEW 1/16

REVISED 12/14/2017

REVIEWED 12/14/2017

PURPOSE:
To set forth the agency’s policy and procedure for incentives for the Workforce Innovation and
Opportunity Act (WIOA) youth program and Comprehensive Case Management Employment
Program (CCMEP). Incentives are paid to WIOA/CCMEP participants who have successfully
completed specific outcomes as defined by their Individual Opportunity Plan (IOP).
POLICY:
Incentives can be paid to WIOA/CCMEP participants for completion of the following
achievements:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Completion of Work Readiness or TREE - $25 check each
Attend a Youth Program approved workshop or seminar - $25
Work Keys test - $10 check
Attained increased Educational Functional Level as determined by a TABE test - $50
Enrollment into a post-secondary program pre-exit - $100
High School Equivalency - $100 check
First Aid/CPR certification - $25 check
OSHA 10 certification - $25 check
OSHA 30 certification - $50 check
Other certification, as determined appropriate by WIOA Supervisor - $25 check
Learner’s permit - $25 check
Driver’s license - $50 check
Job start (unsubsidized) - $50 check
Maintaining (unsubsidized) employment for 30 days - $50
Professional certificate - $50 check
Earning passing grades in all subjects each grading period - $25
(must submit official grade card)
Earning all attempted credits at the end of each school year - $50
(must submit official grade card)
Job Shadow - $25
Completion of a recognized Entrepreneurial Skills Training Program - $100
Completion of a recognized Apprenticeship Program - $100

PROCEDURE:
Upon completion of the above achievements, the Employment Specialist will request an
incentive check for the WIOA/CCMEP participant by completing the following:
• Purchase Requisition for incentive which specifies the eligible achievement and the
amount of the incentive check, authorized by Vocational Director, or Assistant Director;
• Copy of the IOP which states specific achievement as expected outcome; and

SUBJECT:
PAGE 2 of 2
•

INCENTIVES- WIOA

Documentation of the completed achievement in the state database system, Ohio
Workforce Case Management System.

The Purchase Requisition, corresponding IOP, and documentation of achievement will be sent to
the Payroll Coordinator and a copy placed in the WIOA participant’s chart.

RESPONSIBILITY:
Management Team
Supervisors

6/22/2018

Sharlene Neumann
Director

June 2018
Procedural Letter 17-07: Incentives – TANF
To:

CCMEP/WA Case Managers, Success Unlimited Staff, CCMEP/Youth
Specialist

From:

Lori Bedson, Assistant Director
Heather Mosley, Social Services Supervisor/WA

Cc:

Dan Dickman, Success Unlimited; Stephanie Jakubick, Catalyst

Subject:

CCMEP Procedure

I.

Purpose
To provide guidance on implementation of CCMEP regarding the use of TANF
funds for incentives.

II.

Effective Date
Changes will be implemented immediately.

III.

Background
For the purpose of the CCMEP program and the use of TANF funds for incentives
to participants, the lead agency will adopt the policy developed by the contracted
youth provider of services, Catalyst Life Services. The policy is as follows:

IV.

Procedure
Incentives can be paid to CCMEP participants for the following achievements:
• Completion of Work Readiness or TREE - $25 check each
• Attend a Youth Program approved workshop or seminar - $25
• Work Keys test - $10 check
• Attained increased Educational Functional Level as determined by a
TABE test - $50
• Enrollment into a post-secondary program pre-exit - $100
• High School Equivalency - $100 check
• First Aid/CPR certification - $25 check
• OSHA 10 certification - $25 check
171 Park Ave E, Mansfield OH 44902
419/774-5400

•
•
•
•
•
•
•
•
•
•
•
•

OSHA 30 certification - $50 check
Other certification, as determined appropriate by WIOA Supervisor - $25
check
Learner’s permit - $25 check
Driver’s license - $50 check
Job start (unsubsidized) - $50 check
Maintaining (unsubsidized) employment for 30 days - $50
Professional certificate - $50 check
Earning passing grades in all subjects each grading period - $25
(must submit official grade card)
Earning all attempted credits at the end of each school year - $50
(must submit official grade card)
Job Shadow - $25
Completion of a recognized Entrepreneurial Skills Training Program $100
Completion of a recognized Apprenticeship Program - $100

Upon completion of the above achievements, the case manager/youth specialist
will request an incentive check for the WIOA/CCMEP participant and complete
the following:
• voucher/purchase requisition for incentive which specifies the eligible
achievement and the amount of the incentive check, authorized by the case
manager/youth specialist and approved by the supervisor;
• copy of the IOP which states specific achievement as expected outcome;
and
• documentation of the completed achievement in the state database system,
Ohio Workforce Case Management System.
The voucher/purchase requisition, corresponding IOP, and documentation of
achievement will be sent to Fiscal/Payroll Coordinator and a copy placed in the
CCMEP participant’s electronic file.

171 Park Ave E, Mansfield OH 44902
419/774-5400

Sharlene Neumann
Director

June 2018
Procedural Letter 17-08: CCMEP Definition of Needs Additional Assistance
To:

CCMEP/WA Case Managers, Success Unlimited Staff, CCMEP/Youth
Specialist

From:

Lori Bedson, Assistant Director
Heather Mosley, Social Services Supervisor/WA

Cc:

Dan Dickman, Success Unlimited; Stephanie Jakubick, Catalyst

Subject:

CCMEP Procedure

I.

Purpose
To establish a definition and eligibility requirements of the sixth youth criterion
“requires additional assistance to complete an educational program, or to secure
and hold employment.

II.

Effective Date
Changes will be implemented immediately

III.

Background
Effective October 1, 2017, new rules and policy guidance were approved by the
Ohio Department of Job and Family Services/Office of Workforce Development
outlining current changes being implemented within the CCMEP program. The
procedures identified in this letter reflect the current policy guidance.

IV.

Procedure
The CCMEP lead agency defines the sixth criterion or “needs additional
assistance” for establishing CCMEP eligibility as a youth (including a youth with
a disability) who needs additional assistance to complete an educational program,
or to secure and hold employment because the youth:
1.
Is at risk of dropping out of school as documented by his or her school, or
2.
Is a high school graduate (or equivalent) who has not held a full-time,
regular job for more than 3 consecutive months and lacks work readiness
skills required to obtain and retain substantial employment as documented
through an objective or alternative assessment, or
171 Park Ave E, Mansfield OH 44902
419/774-5400

3.

Faces significant personal challenges which include, but are not limited to:
• Dysfunctional domestic situation(s)
• Unemployed parents
• Has one or more parents who lack a high school diploma or
equivalency
• Lacks a driver’s license or faces significant transportation
challenges
• High school credit deficient
• Behind one or more appropriate grade levels with no previous
employment history or skills
• Lack of necessary supportive services
• Documentation of behavioral problem(s)
• Substance abuse of the youth and/or of a family member

CCMEP case manager/youth specialists will maintain documentation in the youth
case files to support the use of the sixth criterion as a barrier in the determination
of a youth’s eligibility. Documents may include, but are not limited to:
• Court documents
• Written documentation from the youth’s educational institution
• Statement from a health professional or related document
• Statement from social service or related agency
• Self-declaration

171 Park Ave E, Mansfield OH 44902
419/774-5400

Local Workforce Area #10 Policy Letter 04-06
on
Eligibility for WIOA Services for Youth

Purpose: To facilitate the determination of eligibility for services for youth to meet
requirements of the Workforce Innovation and Opportunity Act.
Background: This policy describes the process for initial eligibility for youth services
under the Workforce Innovation and Opportunity Act.
This policy is based on eligibility criteria as listed in the Workforce Innovation and
Opportunity Act, Pub. L. 113-128 and ODJFS Workforce Innovation and Opportunity
Act Policy Letter 15-03.
Action:
In-School Youth Eligibility Requirements
Eligibility for in-school youth, who at the time of enrollment, is:
a.

Attending school;

b.
Not younger than 14 or (unless an individual with a disability who is attending
school under state law) older than age 21;
c.

Is a low-income individual; and

d.

Has one or more of the following barriers:
•

Basic skills deficient;

•

An English language learner;

•

An offender;

•
A homeless individual (as defined in section
41403(6) of the Violence Against Women Act of 1994 (42
U.S.C. 14043e-2(6))), a homeless child or youth (as defined
in section 725 (2) of the McKinney-Vento Homeless
Assistance Act (42 U.S.C. 11434a(2))), a runaway, in foster
care or has aged out of the foster care system, a child
eligible for assistance under the John H. Chafee Foster Care
Independence Program, or in an out-of-home placement;
•

Adopted 11/04 Revised 2/17

Pregnant or parenting;

1

•

An individual with a disability; or

•
An individual who requires additional assistance to
complete an education program or to secure or hold
employment as defined by the local area.
Out-of-School Youth Eligibility Requirements
Eligibility for out of school youth, who at the time of enrollment, is:
a.

Not attending any school;

b.

Not younger than 16 or older than age 24; and

c.

Has one or more of the following barriers:
•

A school dropout;

•
A youth who is within the age of compulsory
school attendance, but has not attended school for at least
the most recent complete school year calendar quarter;
•
A recipient of a secondary school diploma or its
recognized equivalent who is a low income individual and
is basic skills deficient or an English language learner;
•
An individual who is subject to the juvenile or adult
justice system;
•
A homeless individual (as defined in section
41403(6) of the Violence Again Women Act of 1994 (42
U.S.C. 14043e-2(6))), a homeless child or youth (as defined
in section 725 (2) of the McKinney-Vento Homeless
Assistance Act (42 U.S.C. 11434a(2))), a runaway, in foster
care or has aged out of the foster care system, a child
eligible for assistance under the John H. Chafee Foster Care
Independence Program, or in an out-of-home placement;
•

An individual who is pregnant or parenting;

•

A youth who is an individual with a disability; or

•
A low-income individual who requires additional
assistance to enter or complete an educational program or
to secure or hold employment as defined by the local area.
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School
For the purposes of youth eligibility, school includes secondary and post-secondary
schools. It does not include attending classes with Adult Basic and Literacy Education
(ABLE), YouthBuild, or JobCorps.
Compulsory School Attendance
Children of certain age range are required to receive some type of formal education
whether it be through public, private, or home schooling. In Ohio, compulsory education
laws require children between the ages of six (6) and 18 to attend school. The laws make
some exception, including if the child:
a.

Received a high school diploma before the age of 18;

b.
Is over the age of 14 years old, lawfully employed, and it is necessary that he or
she work;
c.

Has a physical or mental condition that does not allow for school attendance; or

d.

Is homeschooled.

For the purposes of this policy, if a child is being homeschooled, the child would be
considered to be an in-school youth as long as all other eligibility criteria have been met.
Most Recent Complete School Year Calendar Quarter
Because school districts differ in what they use for school year quarters, the time period
of a school year quarter is based on how the local school district or the charter school
defines its school year quarters.
Dropout Status
Local areas must verify a youth's dropout status at the time of enrollment into the youth
program. A youth attending an alternative school at the time of enrollment is not a
dropout. A youth who is out-of-school at the time of enrollment and subsequently placed
in an alternative school or any school, is an out-of-school youth.
Basic Skills Deficient
In assessing basic skills, local programs must use assessment instruments that are valid
and appropriate for the target population. The local program must also provide reasonable
accommodation in the assessment process, if necessary, for people with disabilities. The
Test of Basic Adult Education (TABE) is the preferred assessment.
Additional Criteria for Low Income

Adopted 11/04 Revised 2/17
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The term, low income, used to determine youth program eligibility includes a youth
living in a high-poverty area. Census data is available to the local areas to assist in
determining poverty rates for particular communities. If the poverty rate for a particular
community is at least 30%, a youth living in that community may be considered low
income.
The website containing this information is
http://development.ohio.gov/reports/reports_am_com_survey.htm . Information is
contained under "Selected Socio-economic Measures" and is broken down by county and
within the county, by city or village. The spreadsheet will show the "Ratio of Income to
Poverty Level." If the percentage for the "0% to 99%" is at least 30%, the high-poverty
area criterion is met.
5% Exception of Youth Eligibility
Up to 5% of in-school and out-of-school youth participants served by youth programs in
a local area may be individuals who would be covered individuals except that the persons
are not low-income.
5% Limitation of In-School Youth Eligibility
Not more than 5% of in-school youth may be eligible based upon being an individual
who requires additional assistance to complete an educational program or to secure or
hold employment.
Selective Service Eligibility
Male youth participants who are 18 years of age and older and have fulfilled registration
requirements of the Military Selective Service Act (MSSA) are eligible to participate in
WIOA-funded programs and services. Workforce Innovation and Opportunity Act Policy
Letter No. 15-04, Selective Service Registration, provides guidelines for selective service
registration requirements.
A male youth applicant, age 18 years old and older, who has not registered for the
selective service or who is unwilling to register, will be denied any WIOA program
services.
Co-Enrollment with other Programs
Youth may participate in both the WIOA youth program and the adult program at the
same time if they are eligible for both, and it is appropriate. The determination of the
appropriateness of co-enrollment is based on the service needs of the participant and if
the participant is career-ready based on an objective assessment of their occupational
skills, prior work experience, employability, and participant's needs.
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If such concurrent enrollment occurs, the local area must track expenditures separately by
program.
Youth may not be co-enrolled in the WIOA dislocated worker program, because any
youth meeting the eligibility for the dislocated worker program would have already
successfully attained a job and would most likely be more appropriately served under the
dislocated worker program.
Youth who are eligible under both programs may enroll concurrently in the WIOA youth
program and the Adult Basic and Literacy Education (ABLE) under WIOA Title II.
VI.

Out of School Priority

For any program year, not less than 75% of the funds available to local areas shall be
used to provide youth workforce development activities for out-of-school youth.
VII.

Monitoring

The WBD Director will review the youth applications prior to enrollment. The WBD
Director will review and return them within one week. If additional information is
needed, the Youth worker will gather the information and return to the WBD Director
within one week.
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Local Workforce Area #10 Policy Letter 05-01.1
on
Determination of Dependent Status for WIOA Training and Youth Services
Purpose: To facilitate the determination of eligibility for WIOA Training and Youth Services to meet
requirements of the Workforce Innovation and Opportunity Act.
Background: This policy describes the process for initial eligibility for Training and Youth Services under the
Workforce Innovation and Opportunity Act. This policy refers to the definition of family found in Workforce
Innovation and Opportunity Act, Public Law 113-128 and WIOA Policy Letter No. 15-06
Action: The following definition of dependent and independent will be used when determining eligibility for
training and youth services for adults under the age of 24:
A)

Dependent:
1)
Is under 18 years of age, living with parents or guardians, and is receiving support from them; or
2)
Is age 18-24 and parent(s) or guardian(s) pay(s) for more than 50% of the applicant’s support.

*Support is defined as financial assistance to help pay for food, clothing, shelter, utilities, education, medical
and dental care, recreation, transportation, and any other living expenses; as well as government provided cash
public assistance and food assistance.
B)

Independent: an applicant who falls into any one of the categories below:
1)
2)
3)
4)
5)
6)
7)
8)
9)

Under 18 years of age, not living with parents or guardians, and is not receiving any support
from them;
Individuals, age 18-24, providing more than 50% of their own support;
Is age 25 or older;
Is married (applicant is considered legally married if separated but not divorced);
Has children who receive more than half of their support from the applicant;
Has dependents (other than a spouse or children) that live with the applicant and receive more
than half of their support from the applicant;
Lives in own residence or in a residence without financial or other support from parent(s) or
guardian(s);
Is on active duty in the U.S. armed forces for purposes other than training; or
Is a veteran of the U.S. armed forces.

The standard methods of documenting eligibility will be used as a means to verify dependent status as well (i.e.
birth certificate, verification of residence, verification of receipt of public assistance, self-attestation signed by
parent or guardian, etc.)
WIOA Youth Program
Dependent status must be documented for all WIOA eligible youth applicants, ages 14-24, as defined in section
129 (a) (1), (2), and (3) of the WIOA. Verification of dependent status and means of support must be
documented for each youth program participant by completion of checklist that incorporates, at a minimum, the
categories listed in Attachment A. Self-attestation may be accepted to document parental support pursuant to
self-attestation procedures outlined in Workforce Innovation and Opportunity Act Policy Letter (WIOAPL) No.
15-07, Source Documentation for WIOA Eligibility .
Adopted and Revised 06-02-09, Revised 2/17
Revised 07/2010, Adopted 07.19.11
Rescinds Local Area #10 Policy Letter 05-01

An individual under 18 years of age is always considered to be a dependent child, unless the youth is not living
with parents or guardians and is not receiving any support from them.
The issue of guardianship concerning dependent children is determined either by decree of court or by a state or
federal agency that has established or assumed guardianship.
Determination of dependent status is particularly important for WIOA youth, ages 18-24, who are applying for
WIOA youth-funded individual training accounts (ITAs) as not all out-of-school youth enrolled in the youth
program are low income individuals.
WIOA Adult Program
Dependent status must be documented for all WIOA adults, ages 18-24, who are applying for WIOA adultfunded individual training accounts (ITAs). The determination of dependent status is driven by the following
factors:
•
•
•
•
•

The amount of support provided by the applicant by his or her parent(s) or guardian(s); and
The applicant's age;
The applicant's marital status;
The applicant's dependents (biological/adopted children, disabled adults, and others dependent on the
applicant for more than 50% of the applicant's support; and
Veteran status.

Verification of dependent status and means of support must be documented for each WIOA adult participant,
ages 18-24, who is applying for an ITA. This is done by completion of checklist that incorporates, at a
minimum, the categories listed in Attachment A of WIOAPL No. 15-07. The JFS 13186, Self-Attestation, may
be accepted to document parental support when signed by a parent or guardian.

Serving Immediate Family Members, Close Acquaintances, and Other Stakeholders
Refer to the Local Area #10 Policy on Serving Immediate Family Members, Close Acquaintances, and Other
Stakeholders.
Effective Date: Immediately 07.19.11, Revised August 2016

Adopted and Revised 06-02-09, Revised 2/17
Revised 07/2010, Adopted 07.19.11
Rescinds Local Area #10 Policy Letter 05-01

Local Workforce Area #10 Policy Letter 04-05
on
Individual Training Accounts (ITAs)

Purpose: To meet the requirements of Workforce Innovation and Opportunity Act, Pub L 113-128.
Background: This policy describes the process for utilizing Individual Training Accounts (ITAs) when
authorizing training services under the Workforce Innovation and Opportunity Act.
ITAs are used to authorize payment for training services provided by training providers listed on the Workforce
Inventory of Education and Training Provider List only. Participants requesting training services are given the
opportunity to choose an eligible provider from the list. All training programs approved or authorized must be
with in demand occupations as determined by state labor market information and local labor market
information.
Action:
Prior to issuing an Individual Training Account, the participant must be determined eligible and appropriate to
receive training services (see Richland-Crawford Workforce Investment Board Policy on Eligibility for WIA
Training Services for Youth, Adult, and Dislocated Workers).
When a participant is determined eligible and appropriate for training services, the choice of a training provider
must be made from the Workforce Inventory of Education and Training providers at
https://owcms.ohio.gov/wiet/index.xhtml. A letter of intent to pay is then forwarded to the eligible training
provider as needed. This serves as the approval letter for the participant. An Individual Training Account is
developed and sent to the training provider when information regarding tuition costs; additional costs such as
lab fees, etc; and grant or scholarship benefits has been accounted for and processed. The ITA is a commitment
to pay a specified amount. Payment of an ITA can only be made when an invoice for the actual service has
been received and processed. Payment of an ITA is made within 45 days of receipt of an invoice.
Local Workforce Area #10 will promise to pay up to $6,000 per year per person covered under an ITA. The
county will impose a three-year maximum training service limit on an individual covered under an ITA.
Costs covered under the ITA include tuition, fees (such as lab fees or equipment fees), and the cost of books.
Participants are required to provide verification of grants and scholarships which will be received to help offset
the cost of tuition and fees. Local Workforce Area #10 will cover the remaining cost of tuition and fees after
grant and scholarship amounts have been deducted. Local Workforce Area #10 does not require a participant to
apply grant and scholarship funds to the cost of books.
The following are additional considerations to be made when determining whether to fund a training service,
continue to fund a training service, or fund additional items or services:
1)

The use of ITAs for out-of-state training will be determined on a case-by-case basis.

2)

ITAs for applicants without high school diplomas or GEDs will be developed for training services in
occupations which do not require a diploma or GED (in fields in which employment can be obtained
without a diploma or GED) only. Presently, this includes such programs as truck driving.

3)

All grant and scholarship amounts received are deducted from the allowable amount funded through the
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ITA.
4)

Additional costs required for training such as equipment, tools, uniforms, and accessories are covered
through a service voucher. Training costs covered utilizing a service voucher are included in the $6,000
maximum for training per year. Local Workforce Area #10 will allow a maximum of $1,000 for
uniforms and accessories for students in the health fields; a maximum of $1,000 for uniforms and
accessories for police academy students; and up to $500 for tools purchased for training. Local
Workforce Area #10 will not purchase weapons or ammunition.

5)

A 2.0 GPA/C or satisfactory progress must be maintained to remain eligible for training services under
an ITA. A student not meeting this standard will be advised he/she is on academic probation and that
funding will be discontinued if he/she does not maintain a 2.0 GPA or satisfactory status during the next
evaluation period. (Employment Services Counselors must receive copies of grade cards or progress
reports on an ongoing basis as verification of enrollment and success in a program.)

6)

ITAs will be utilized to cover the cost of training for a maximum of two years with the possible
exception of funding to complete a Bachelor of Arts/Science Degree. ITAs may be utilized to cover the
last two years of a Bachelor of Arts/Science Degree program to be determined on a case-by-case basis.
Other exceptions to the two year maximum include, but are not limited to, family medical leave, death
of family member (spouse, child, and parent), family financial support, and school scheduling conflicts.
Other exceptions will be considered on a case by case basis. Period of exceptions will be for a one year
maximum. Extensions to the period of exceptions will be considered on a case by case basis. All
exceptions will be approved/denied by the Workforce Development Board.

7)

Local Workforce Area #10 will not develop an ITA for any class or training that does not prepare an
individual for full-time, permanent employment. Examples of this would be cake decorating, income
tax refund training, real estate training, etc. Employment Services Counselors will determine if the
requested training will lead to self-sufficiency and will advise participants accordingly.

8)

ITAs and service vouchers will not be used to purchase street clothes for participants attending training
programs. Participants will be referred to local clothing resources for assistance.

9)

Distance Education Courses and Online Universities must be approved by the Workforce Development
Board or Executive Committee. Distance Education Courses and online universities must be on the
WIET List and must prepare an individual for full-time, permanent employment to qualify for an ITA.
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Local Workforce Area #10 Policy Letter 16-01
on
Career Services for Adult and Dislocated Workers

Purpose: This purpose of this policy is to communicate guidance in the provision of career
services to adults and dislocated workers and determining eligibility for adult and dislocated
workers.
Background: The OhioMeansJobs delivery system is the foundation of the workforce system.
Pursuant to section 134 (c)(1) of the Workforce Innovation and Opportunity Act (WIOA), funds
allocated to the local area for adults and dislocated workers shall be used to establish an
OhioMeansJobs delivery system, to provide career services to adults and dislocated workers, to
provide training services to adults and dislocated workers, to establish and develop relationships
with large and small employers and their intermediaries, and to develop, convene, or implement
industry and sector partnerships. Local workforce development boards (WDB) determine the
most appropriate mix of these services, but both career and training services must be available
for eligible adults and dislocated workers.
Career and training services, tailored to the individual needs of jobseekers, form the backbone of
the OhioMeansJobs delivery system. While some jobseekers may only need self-service or other
basic career services, others will need services that are more comprehensive and tailored to their
individual career needs.
The WIOA adult and dislocated worker programs are designed to provide services, employment,
and training opportunities to those who can benefit from, and who are in need, of such services.
A wide range of activities and services must be available to assist individuals in obtaining the
skills and credentials necessary to secure and advance in employment.
Action:
Career Services
Career services must be made available through the OhioMeansJobs delivery system to
individuals who are adult or dislocated workers. Career services may be broken into three sets of
activities: basic career services available to all individuals seeking services served in the
OhioMeansJobs delivery system; individualized career services deemed necessary for an adult or
dislocated worker to obtain or retain employment; and follow-up services available for an adult
or dislocated worker after unsubsidized employment is obtained. There is no order in which
services are provided; service delivery is based on the individual needs of the participant.
Therefore, an individual does not need to attempt a career service to demonstrate a failure to
secure employment prior to receiving training services.
Career services must be provided by the OhioMeansJobs center operator or through contracts
with service providers procured through and approved by the local WDB. The WDB and the
OhioMeansJobs center operator should review career services to determine if any of these
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services are being provided or may be provided by a partner (i.e., Wagner-Peyser program) at the
OhioMeansJobs center. The local WDB, OhioMeansJobs center operator, and the partner
program should discuss strategies to reduce duplication and to appropriately utilize resources
when providing services to universal customers. The memorandum of understanding should
address how WIOA self-service or informational career services will be coordinated with other
partner programs.
Basic Career Services
Basic career services are available to the universal customer, who is anyone coming to an
OhioMeansJobs center seeking assistance. These services are informational services and may
require limited to no assistance for OhioMeansJobs center staff. Provision of these services does
not require registration into the WIOA adult or dislocated worker programs. Those services
available to the universal customer include:
1.

Determinations of whether the individual is eligible to receive WIOA services;

2.
Outreach, intake (which may include worker profiling), and orientation to the information
and other services available through the workforce development delivery system;
3.
Initial assessment of skill levels, including literacy, numeracy, and English language
proficiency, as well as aptitudes, abilities (including skills gaps), and supportive service needs;
4.

Labor exchange services, including:
•
•
•

Job search and placement assistance, and when needed by an individual, career
counseling, including:
Provision of information on in-demand industry sectors and occupations; and
Provision of information on nontraditional employment

5.
Provision of workforce and labor market employment statistical information, which may
be found on OhioMeansJobs.com. This service includes the provision of accurate information
relating to local, regional, and national labor market areas, including:
•
•
•

Job vacancy listings in such labor market areas;
Information on job skills necessary to obtain the vacant jobs; and
Information relating to local occupations in demand and the earnings, skill
requirements, and opportunities for advancement for such occupations;

6.
Provision of performance information and program cost information on the eligible
providers of training services by program and type of providers;
7.
Provision of referrals to and coordination of activities with other programs and services,
including programs and services within the OhioMeansJobs delivery system and, in appropriate
cases, other workforce development programs;
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8.
Provision of information regarding how the local is performing on the local performance
accountability measures and any additional performance information with respect to the
OhioMeansJobs delivery system in the local area;
9.
Provision of information relating to the availability of supportive services or assistance,
and appropriate referrals to those services and assistance, including:
•
•
•
•
•
•
•

Child care;
Child support;
Medical or child health assistance available through the State's Medicaid program and
Children's Health Insurance Program;
Supplemental Nutrition Assistance Program (SNAP);
Assistance through the earned income tax credit;
Temporary Assistance to Needy Families (TANF);
Other supportive services and transportation available in the local area;

10. Provision of information and assistance regarding filing claims for unemployment
compensation, by which the OhioMeansJobs center must provide meaningful assistance to
individuals seeking assistance in filing a claim for unemployment compensation;
11. Assistance in establishing eligibility for programs of financial aid assistance for training
and education programs not funded through WIOA; and
12.

Group workshops (e.g., interviewing, job search, and resume writing).

Individualized Career Services
Per section 134 (c) (2) (A) (xii) of WIOA, some career services are available to adults and
dislocated workers if determined to be appropriate in order obtain or retain employment. These
career services involve staff making a determination on needs of an individual and arranging
those services to be provided to the participant. Individualized career services require enrollment
in the WIOA program and include short-term pre-vocational services. These career services
include:
1.
Comprehensive and specialized assessments of the skill levels and service needs of adults
and dislocated workers, which may include:
Diagnostic testing and use of other assessment tools; and
In-depth interviewing and evaluation to identify employment barriers and appropriate
employment goals.
Development of an individual employment plan (IEP) to identify all of the following:
•
•

2.

•
•

Employment goals;
Appropriate achievement objectives;
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•

Appropriate combination of services for the participant to achieve the employment
goals, including providing information on eligible training providers and career
pathways to attain career objectives.

IEPs are one of the most effective ways to serve individuals with barriers to employment
and to coordinate the various services, including training services they may need to
overcome these barriers. Therefore, all participants who receive an individualized career
service or a training service pursuant to WIOAPL No. 15-09, Training Services for
Adults and Dislocated Workers, must receive an IEP.
3.

Group counseling;

4.

Individual counseling;

5.

Career planning;

6.
Short-term prevocational services to prepare individuals for unsubsidized employment or
training, which include:

7.

• Development of learning skills;
• Communication skills;
• Interviewing skills;
• Punctuality;
• Personal maintenance skills;
• Professional conduct.
Internships and work experiences that are linked to careers;

8.

Workforce preparation activities;

9.

Financial literacy services;

10.

Out-of-area job search assistance and relocation assistance;

11.

English language acquisition and integrated education and training programs; and

12.

Provision of job club activities.

Statutory Eligibility Requirements for Adult and Dislocated Workers
Individuals wishing to receive employment and training services funded through the adult and
dislocated worker programs must meet all of the following requirements:
1.

Be legally authorized to work in the United States;

Adopted 11/04, Revised 2/17

4

2.

Be 18 years of age or older;

3.
Be properly registered for selective service (refer to WIOAPL No. 15-04, Selective
Service Registration, for details, including the list of exceptions to this requirement).
There are no additional eligibility criteria for the adult program. However, priority for career and
training services funded by and provided through the adult program shall be given to recipients
of public assistance, other low-income individuals, and individuals who are basic skills deficient
for receipt of those career services determined appropriate to obtain or retain employment.
Additional Statutory Eligibility Requirements for Dislocated Workers
In addition to the requirements listed above, an individual must also fall into one or more of the
following eligibility categories as outlined in section 3(15)(A-E) of WIOA:
Category A: Terminated or Laid Off, or Received a Notice of Termination or Layoff from
Employment
•

Has been terminated or laid off or has received a notice of termination or layoff from
employment; AND

•

Is eligible for or has exhausted entitlement to unemployment compensation; OR

•

Has been employed for a duration sufficient to demonstrate attachment to the workforce, but is
not eligible for unemployment compensation due to insufficient earnings or having performed
services for an employer that were not covered under a state unemployment compensation law;
AND

•

Is unlikely to return to a previous industry or occupation.
Category B: Plant Closure or Substantial Layoff

•

Has been terminated or laid off, or has received a notice of termination or layoff, from
employment as a result of any permanent closure of or any substantial layoff at a plant, facility,
or enterprise; OR

•

Is employed at a facility where the employer has made a general announcement that such facility
will close within 180 days; OR

•

For purposes of eligibility to receive services other than training services described in section
134(c)(3) of WIOA, career services described in section 134(c)(2)(A)(xii) of WIOA, or
supportive services, is employed at a facility at which the employer has made a general
announcement that such facility will close.
Category C: Self-Employed Individual
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Was self-employed (including employment as a farmer, a rancher, or a fisherman) but is
unemployed as a result of natural disasters; or general economic conditions in the community
where the individual resides.

•

Category D: Displaced Homemaker
Is a displaced homemaker.

•

Category E: Military Spouse
Is the spouse of a member of the Armed Forces on active duty (as defined in section 101(d)(1) of
title 10, United States Code), and who has experienced a loss of employment as a direct result of
relocation to accommodate a permanent change in duty state of such member; OR

•

•

Is the spouse of a member of the Armed Forces on active duty and who meets the criteria of a
displaced homemaker who is unemployed or underemployed and is experiencing difficulty in
obtaining or upgrading employment.
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Local Workforce Area #10 Policy 10-03.01
on
Serving Immediate Family Members, Close Acquaintances and Other Stakeholders
in WIOA Training Programs

Purpose: The purpose of this policy is to outline requirements and procedures that ensure all individuals
enrolled in the Workforce Innovation and Opportunity Act (WIOA) program have been determined eligible,
assessed, and served in an ethical manner that is free from any real or perceived conflict of interest.
Background: The WIOA program, while not an entitlement, should be accessible to any individual who is
eligible and suitable for services available in the local area, subject to local workforce development board
(WDB) policies and procedures. However, when applicants have a close relationship to the WIOA staff,
management, and other specific stakeholders of the workforce development system, attention must be given to
ensure access to program services is not based upon this relationship or political influence. It is possible that
even without an intention to misuse WIOA funds, the decision to enroll an individual in the program could be
perceived as improper and cause potential non-compliance with state and/or federal law.
Action: The following procedure will be used when determining eligibility for training services:
1.

2.

All customers interested in WIOA training Services must complete a WIOA Intake Form. The WIOA
Intake form asks the individual to disclose if a relationship exists with any of the following
parties/stakeholders of the workforce development board system: identify if he/she is related to, or is a
close acquaintance of: a WDB executive staff member or supervisor, WIOA employee, WDB member,
WDB committee and/or subcommittee member, OhioMeansJobs Center partner, WIOA sub-recipient
and/or contractor, local elected official, county employee, and other community stakeholders.
The form is forwarded to the WIOA/OhioMeansJobs Supervisor or an Administrator for review and to
be forwarded as appropriate for the third party review.

Conflict of Interest Assurance Process:
•
•
•
•
•

If the applicant has identified a relationship with one of the above mentioned
parties/stakeholders, the intake is routed to a confidential case worker to be processed.
Processed cases will then be referred to Ashland County or Marion County for eligibility and
suitability review, and returned to Local Area #10 to provide services.
Training and supportive service decisions are made following local policy and will be signed off
on by the Local Area #10 WDB Director or designee.
Individuals subject to this policy are tracked by the WIOA Supervisor on an Excel spread sheet.
The Local Area #10 WDB Director or designee will monitor compliance with this policy by
reviewing the hard copy case and OWCMS record on a semi-annual basis. This will be included
in the local area monitoring reports submitted to the Office of Workforce Development.

Continuing Ethics Training
WIOA Area staff members attend yearly ethics training.
Effective Date: Immediately (07.19.11)
Rescinds Local Area #10 Policy Letter 07.03 Internal Control
Revised 10-2010/Adopted 10-19-10
Revised 07-2011/Adopted 07.19.11, Revised 02/2017

Local Workforce Area #10 Policy Letter
On the Job Training Policy

Background
Through OJT activities provided under the Workforce Innovation and Opportunity Act
(WIOA), adult, dislocated worker, and youth participants can obtain the skill sets
necessary to fill the jobs that are available and are being created in this economy. OJT
is a type of training that is provided by an employer to a participant. During the training,
the participant is engaged in productive work in a job for which he or she is paid, and
the training provides knowledge or skills necessary to the full and adequate
performance of the job. Employers must commit to hire and retain the participant at the
end of a successful training period. OJT activities support the development of a
workforce with skills that meet the needs of employers and provide additional training
options for workers and employers. OJT provides an incentive to employers to hire
individuals and invest in their skill development, and trainees can earn a wage as they
learn. It is a critical tool that helps job seekers enter successful employment.

Participant Eligibility for an OJT
WIOA-funded OJT is available for eligible WIOA youth and unemployed or underemployed adult and dislocated workers. Employed workers may be eligible for WIOAfunded OJTs when the employee is not earning a self-sufficient wage as determined by
the local workforce development area. Participants who have completed occupational
skills training via an individual training account (ITA) may be considered for OJT if it
creates an opportunity for the participant to become employed.
As outlined in Workforce Innovation and Opportunity Act Policy Letter (WIOAPL) No.
15-09, Training Services for Adults and Dislocated Worker, and WIOAPL No. 15-10,
Youth Program Services, training services may be provided to adults and dislocated
workers, and youth participants if, after an interview, evaluation, or assessment and
career planning, the participant has been determined to have the skills and
qualifications to successfully participate in an OJT. WIOA in-school youth aged 14-21
years may qualify for OJT, although such training may not be an appropriate activity for
in-school youth whose individual service strategy (ISS) may be geared toward
completion of secondary or postsecondary education instead of employment.
OJT participants must receive wages, benefits, and working conditions that are equal to
those provided to regular employees who have worked a similar length of time and are
doing the same type of work. Appropriate workers compensation insurance protection
must also be provided to all OJT participants by the employer.
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OJT participants are not eligible to receive Needs Related Payments (NRPs) and
cannot be immediate family members of the business owner or direct supervisor. Refer
to the On-The-Job Training Guidance Manual for the different situations in which OJTrelated conflict of interest may arise.
Employer Eligibility for an OJT
OJT is provided under an agreement with an employer in the public, private non-profit,
or private for-profit sector to WIOA eligible participants. Careful consideration should be
given while selecting a participating employer. Potential business functions to research
before selecting an employer include but are not limited to:
1.

Working conditions (safety and health);

2.

Presence of health benefits;

3.

Wage structure;

4.

Turnover rates;

5.

Adequate staff and equipment to carry out the training; and

6.

Compliance with federal, state and local laws.

Private Placement Agencies
A private placement agency may, if all required OJT criteria are met, be an eligible
employer for WIOA-funded OJTs. Local workforce development areas must develop
policy on OJTs with private placement agencies (e.g. OJTs in scenarios of "temp,"
"temp to hire" or continued long-term employment).
Refer to the On-The-Job Training Guidance Manual for factors to be considered before
writing OJT agreements with a private placement agency.
Disqualifying Factors
Employers will be disqualified from participating in the OJT program in the following
situations:
1.
Businesses must not be presently debarred, suspended, proposed for
disbarment, declared ineligible, or voluntarily excluded from participation in transactions
by USDOL or the State of Ohio. Below are three websites that may be helpful in
checking tax, environmental compliance, and debarment status.
Federal Debarment Site: http://www.sam.gov
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Ohio Department of Taxation: http://www.tax.ohio.gov
Business Filing Search: http://www.sos.state.oh.us
2.
Businesses must not have any outstanding tax liability for over six months to the
state of Ohio. WDBs will require the businesses to disclose any known outstanding tax
liabilities with Ohio and other states prior to entering into contract. The local WDB may
consider existing out-of-state violations when determining eligibility to receive OJT
funds. The local WDB must document any resolution of outstanding tax liability, which
may include letters from the business or from the State from which the tax liability
occurred.
3.
Businesses must not have any outstanding civil, criminal or administrative fines or
penalties owed to or pending in the state of Ohio.
4.
The local workforce development board (WDB) must not enter into an agreement
with an employer who has previously exhibited a pattern of failing to provide OJT
participants with continued long-term employment.
5.
The employer must comply with all applicable federal, state, local laws and
regulations related to providing reasonable working conditions. OJT participants are not
permitted to train or work in buildings or surroundings under working conditions that are
unsanitary, hazardous, or dangerous to the trainee's health or safety.
6.
If during completion of the employer information form, it is determined that a
business has relocated from one U.S. labor market to another and caused dislocation at
the original location, OJTs may be available at the new location only after the business
has conducted work at the new location for more than 120 days. Refer to the On-TheJob Training Guidance Manual for factors to be considered in determining whether
business relocation has occurred.
To verify that a business is not relocating employment from another area, a pre-award
review must be undertaken and documented by the local WDB. The review must
include the names under which the establishment conducts business, including
predecessors and successors in interest; the name, title, and address of the company
official certifying the information, and whether WIOA assistance is being sought in
connection with past or impending job losses at other facilities of their company. The
pre-award review should also include a review of whether appropriate notices have
been filed, as required by the Worker Adjustment Retraining Notification (WARN) Act.
The review may also include consultations with labor organizations and others in the
affected local area(s).
7.
Absent a clear and applicable layoff definition within a collective bargaining
agreement or personnel policy governing a local operation, a layoff is defined as
termination with the intent to recall. A laid off employee who refuses a recall request is
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no longer considered to be in layoff status. Layoff recall rights will last six months from
the last day of work prior to the layoff.
If the employer has laid off someone from a similar or "substantially equivalent" work at
the same local operation, no OJT or other subsidized employment is permitted. The
work is considered substantially equivalent if the overlap between the work (duties and
job titles) is 80% or greater. If more than one person is laid off from a substantially
equivalent job, and all these persons worked their last day more than six months before
the training plan begins, the OJT may proceed and the employer may be reimbursed
regardless of the previous layoffs.
8.
Training positions covered may not have been created by the displacement of an
unsubsidized employee by a WIOA subsidized employee. This includes partial
displacement such as reduction in the hours of non-overtime work, wages, or
employment benefits. There is no requirement for the job to be similar or substantially
equivalent. The key is employer intent: if an unsubsidized employee's earnings are
reduced by hiring a WIOA subsidized participant to offset the lost productivity, it is
considered displacement.
Prohibited OJT Activities
The following types of activities are prohibited from OJTs:
Sectarian activities: Funds provided to employers for OJT may not be used to employ
the participant/trainee in a position involving political or sectarian activities. Furthermore,
OJT participants may not assist, promote or deter union organizing, or engage in
political activities during work hours.
Religious activities: OJT participants are prohibited from being employed in the
construction, operation, or maintenance of any facility which is used for religious
instruction or worship.

Employer Reimbursement
OJT training payments to employers are deemed to be compensation for the
extraordinary costs associated with training a participant and his/her potentially lower
productivity. Employers are to be reimbursed up to 50% of the wage rate of an OJT
participant, not to exceed $6,000 per participant.
Employer Information Form (Pre-Award Review)
Prior to the placement of an OJT participant, an employer pre-screening must be
conducted and the JFS 80646, On-the-Job Training Employer Information form, or its
locally or regionally modified equivalent, must be completed to ensure that the employer
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meets the minimum standards and can provide both training and long-term employment
to the OJT participant. The On-the-Job Employer Information Form may be completed
once rather than each time an OJT is approved.
In case of a collective bargaining agreement, the On-the-Job Training Employer
Information form must identify and the employer must provide a letter indicating union
concurrence before the OJT begins. The WIOA staff at the local workforce development
area is expected to contact the employer's union representative if the job is under
bargaining unit authority.
The On-the-Job Training Employer Information form must be updated:
1.

If the business is sold or transferred;

2.

If other significant changes affecting training, hiring, or job retention occur; and

3.

At least once a year from the date of issuance.

OJT Agreement
One JFS 80649, On-the-Job Training Agreement, or its locally or regionally modified
equivalent, is required per employer regardless of the number of participants trained or
hired. The agreement may be effective for a maximum period of one year and cover all
training plans approved with the employer prior to the On-the-Job Training Agreement’s
expiration date.
The OJT agreement, while establishing the reimbursement procedures, remains nonfinancial in nature, and no money is obligated until the training plan is approved for an
eligible participant. Moreover, in case a collective bargaining agreement exists, the
union must be a co-signatory on the OJT agreement.
The OJT agreement should be modified before expiration only if there are significant
changes, such as layoffs or changes in federal, state, and local rules and policies
pertaining to the implementation of OJTs
On-The-Job Training Plan
The JFS 80642, On-the-Job Training Plan Local Workforce Agency, or its locally or
regionally modified equivalent, obligates training funds for a participant and outlines the
planned training activities to be accomplished during the training period. Unlike the OJT
agreement, the training plan is required for each participant prior to the participant
beginning the OJT. The On-the-Job Training Plan Local Workforce Agency constitutes
the financial obligation between the agency or service provider and the employer, and is
the document which authorizes reimbursement of the agreed upon amount after
successful completion of the training plan period (or the retention period, if applicable).
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The duration of the OJT shall not exceed a maximum of 1,040 hours unless extenuating
circumstances exist, in which case appropriate documentation is required. The length of
the training considers several factors such as participants' skills gap including prior work
experience, the occupation for which the participant is receiving training, the content of
training, and the service strategy of the participant.
Exceptions for individuals with disabilities or other significant barriers: OJT participants
facing a significant barrier to employment, such as a disability covered under the
Americans with Disabilities Act (ADA), may be considered for a longer training duration
up to 50% additional hours when compared to typical length of a similar OJT, not
exceeding a maximum of 1,560 hours.
The On-the-Job Training Plan Local Workforce Agency also identifies the skills to be
learned during the OJT. OJT providers may base the identification of skills needed, as
well as the justification of training duration, upon the Occupational Information Network
(O*NET) and specific vocational preparation (SVP), company job description, input from
the employer/supervisor, and/or other appropriate data sources.
Invoice
Payments to employers should be managed by an invoice system that documents the
number of hours worked by the OJT participant and the hourly rate of pay.
Payment point procedures can be developed by the local workforce development areas
so long as the reimbursement does not exceed 50% of wages. Local workforce
development areas also have discretion in determining if they wish to withhold
reimbursement for 30, 60 or 90 days to ensure retention after the end of training. The
local area has a maximum amount of $6,000 per participant and $60,000 per company
per fiscal year.
During the WIOA-funded OJT, participants might also become eligible for other funding
streams, such as Trade Adjustment Assistance (TAA), that would preclude their
receiving continued funding under the OJT. In such an instance, local areas must
develop a plan regarding payment points and transitioning participants from one
program to another without negatively affecting the employer or the participant.
The reimbursement base is regular "straight time" hours and does not include
commissions, overtime pay, holidays, vacation, sick pay or pay for other hours not
worked. Further, payments to employers must be based on scheduled raises and
regular pay increases if they occur.

It is expected that OJT participants will be retained at the completion of training.
Monitoring
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At a minimum, the WDB Director will monitor for the following:
1.

Document information was received directly from the OJT participants;

2.

Obtain the trainee supervisor's perspective about the training progress; and

3.

Review the employer payroll records.

The key monitoring issues include verifying and documenting that:
1.

There was a need for training;

2.

Training was provided to the participant;

3.

The length of OJT training was reasonable;

4.

The employer reimbursement rate complied with policy; and

5.

Other applicable OJT rules and requirements were followed.
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Local Workforce Area #10 Policy Letter 04-10
on
Program Monitoring and Oversight

Purpose: To meet the requirements of the Workforce Innovation and Opportunity Act.
Background: This policy describes the process for program monitoring and oversight which
states each recipient and subrecipient must conduct regular oversight and monitoring of its
subrecipients and providers of WIOA activities in order to:
1)

Determine whether or not there is compliance with WIOA regulations, local policy, and
other applicable laws and regulations;

2)

Provide technical assistance for continuous improvement.

Action:
The Local Workforce Area #10 Administrative Entity (Richland County Youth and Family
Council) shall complete a program monitoring site visit of the WIOA sub recipient and WIOA
Youth providers within the first six months of each program year. The findings of the
monitoring site visit shall be reported to the Richland-Crawford Workforce Development Board
within 30 days of completion of the monitoring process.
The program monitoring process is as follows:
1)

The Workforce Development Board Director will contact the WIOA sub recipient and
youth providers to schedule a program monitoring visit. The visit will include an
entrance interview, interviews with the program manager and staff regarding program
services, and a review of program files.

2)

The Workforce Development Board Director will develop a report based on the findings
of the program monitoring visit:
a)
Youth Program Monitoring Visit Report: overview of program operations which
includes a synopsis of the required elements, a determination of whether the 75%
expenditure of funds on out-of-school youth is being met, 20% expenditure on
work experience and a review of the provider’s 5% exception policy; a review of
the out-of-school youth files and in-school youth files; suggested
recommendations; and the procedure for filing a corrective action plan.
b)
Subrecipient Program Monitoring Visit Report: overview of program
operations; adherence to local policies; review of Adult and Dislocated Worker
files; suggested recommendations; and the procedure for filing a corrective
action plan.
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3)

The Workforce Development Board Director will contact the subrecipient and youth
providers to schedule an Exit Conference to review the report findings. If necessary, the
sub recipient/youth provider will be informed that a corrective action plan needs to be
submitted in writing to the Workforce Development Board within two weeks of the Exit
Conference date. If the subrecipient or youth providers would like to request technical
assistance in order to respond to the findings of the monitoring visit, the technical
assistance schedule will be developed during the Exit Conference so it can be included in
the corrective action plan.

4)

Within ten days of receipt of the corrective action plan, the Workforce Development
Board Director will schedule a follow up site visit (within 30 days of the completion date
noted on the corrective action plan) to ensure the necessary actions have been carried out
based on the timeline submitted in the plan.

5)

Within 30 days of receipt of a corrective action plan, the Workforce Development Board
Director will submit copies of the Monitoring Report, the corrective action plan, and a
notice of the date of the follow up site visit to the Local Area #10 Workforce
Development Board Chair.

6)

Within 30 days of the follow up site visit, the Workforce Development Board Director
will submit a written report identifying the progress made on the corrective action plan to
the Local Area #10 Workforce Development Board Chair.
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Local Workforce Investment Area #10 Policy Letter 06-04
on
Adult and Dislocated Worker Work Experience Definition, Suitability and Duration

Purpose:
To establish a policy that defines Work Experience for Adult and Dislocated Worker customers,
including suitability and duration, in accordance with the WIOA policy letter 15-12.
Background:
Subsidized work experience opportunities have been utilized as a viable means to introduce
youth to the world of work. This policy is established to provide this service to adult and
dislocated worker customers.
Action:
1. Definition. Work Experience is a planned, structured learning experience that takes
place in the workplace for a limited period of time. A work experience workplace may
be in the private for profit sector, the non-profit sector, or the public sector. The work
experience will be a paid experience. Labor standards apply in any work experience
where an employee/employer relationship, as defined by the Fair Labor Standards Act,
exists.
2.

Suitability. Work Experience is designed to promote the development of good work
habits and basic work skills for a participant who needs assistance in becoming
accustomed to basic work requirements. It may be used for customers who have never
worked or who have been out of work for an extended period of time. The Work
Experience will be clearly detailed in the participant’s Individual Employment Plan
(IEP).

3.

Duration of work experience. Participation in work experience will be for a
reasonable length of time, based on the needs of the participant. The duration of the
work experience will be recorded in the customer’s IEP. The amount of subsidized
wages per work experience per participant will not exceed $4,000. The participant’s
per hour wage will match the entry level wage of the position for that employer. The
minimum number of hours for the work experience is 20 hours. The maximum
number of work experience hours is 40 hours per week.

4.

Monitoring – The Workforce Board Director will be responsible for monitoring the
work experience. Each WIOA participant’s file must contain the following:
An assessment and IEP indicating a need for work experience;
A copy of the agreement between the participant, the worksite or host site
and the local workforce investment board, including any attachments to
the agreement, such as a training plan;
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Time sheets, attendance sheets and performance records, as appropriate;
and
Documentation of receipt of supportive services received by the
participant.

Effective Date:
Immediately
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Local Workforce Area #10 Policy Letter 08/02
on
Supportive Services
Purpose: To meet the requirements of the Workforce Innovation and Opportunity Act, Pub. L. 113-128.
Background: This policy describes the process for providing Supportive Services to
individuals meeting general requirements under WIOA.
Assistance with supportive services may include, but not be limited to, transportation, child and/ or dependant
care & housing.
Supportive Services may only be provided to an individual if the individual is:
1. Participating in career and training services;
2. Unable to obtain supportive services through other programs providing such services; and
3. Unable to participate in Title I activities without the Supportive Services.
Action:
Supportive Services for individuals receiving career services may include assistance with:
•

Transportation – OhioMeansJobs Center staff will determine which mode of service is the most
efficient and cost effective. Services are limited to the following:
Bus pass
Cab and other contracted transportation services
Voucher for gas
OhioMeansJobs Center staff will assess the most cost-effective transportation based on
availability, hours, type of transportation needed. Transportation for career service participants
will be authorized on a case-by-case basis. General requirements and need must be documented.

•

Documents – assistance obtaining documents for program verification and/or employment:
State ID’s

Individuals participating in Career and training services must be:
• 18 years of age
• Registered for Selective Service
• Registered in OWCMS
Supportive Services for Individuals receiving career or training services may
include assistance with:
• Transportation – OhioMeansJobs Center staff will determine which mode of service is the most
efficient and cost effective. Services are limited to the following.
Bus pass
Cab and other contracted transportation services
Voucher for gas
Mileage – current IRS mileage reimbursement rate per mile if over 60 miles (limited to
two weeks, during training services only)
OhioMeansJobs Center staff will assess the most cost-effective transportation based on
availability, hours, type of transportation needed. Transportation for training services participants
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will be authorized for no more than a monthly basis; program participation must be documented
monthly.
•

Tools, Equipment and Uniforms/clothing - Tools, equipment and uniforms must be necessary
to complete training or to obtain and/or maintain employment:
Tools – Limited to $500.00 per year
Equipment – Limited to $1000.00 per year
Uniforms/clothing – Limited to $1000.00 per year
Need must be documented by the employer or training institution. Once need has been
established for a training program, further documentation will not be needed unless a change
occurs.

•

Housing (Training only) – Temporary housing during training is limited to a duration of 30
days. The training site must be more than 60 miles from the participant’s permanent residence in
order for housing assistance to be considered.

•

Miscellaneous Fees - Fees for exams for certifications, fees to obtain documents or licenses for
training/employment, etc.:
Application fees for exams
Certifications
Membership fees for organizations required to attend training
Various documents needed to attend training or obtain employment such as state IDs,
transcripts, health records (fees will be paid as billed by the issuing agency)

•

Additional Services – Additional services may be provided with the approval of the
Administrative Entity.

General Guidelines:
•
•

•
•
•
•

Referrals for Supportive Services will be made by OhioMeansJobs Partners to all other
community resources via phone, electronic media as well as paper methods.
Supportive service costs must be approved by the Richland-Crawford OhioMeansJobs Manager
and will only be approved after all other resources have been exhausted. If other funds are
exhausted, not available or limited, supportive services may be provided on a case-by-case basis.
Services will be provided in accordance with the procurement guidelines of Richland County Job
& Family Service/ Crawford County Job & Family Services.
Supportive service costs cannot exceed $1,000 and are included in the $6,000 maximum for
training per program year (July – June).
Use of supportive services during retention and follow-up will be determined on a case-by-case
basis and will adhere to the Local Area’s self-sufficiency criteria.
Area 10 does not provide need related payments.
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□ 6 Month Review

□ Exit

CCMEP PARTICIPANT SURVEY
Name: ___________________________________________________ Date: ____________________
Instructions: Choose the response that best describes your experience in CCMEP.

Strongly
Agree

Agree

Neutral

Disagree

Strongly
Disagree

The comprehensive assessment helped
me identify my interests and challenges
My goals and objectives were taken into
account when developing the IOP
Follow up appointments were scheduled
at times that were convenient for me
(worked with my IOP schedule)
My CCMEP RCJFS case manager and
Catalyst youth specialist are
approachable and responsive
I am on track to meet my CCMEP goals
CCMEP services have helped me become
more self-reliant
My RCJFS case manager and Catalyst
youth specialist coordinate well, making
my experience seamless
If your response to any statement above was “disagree” or “strongly disagree”, please
provide comments that will help us improve services.
Comments:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
CCMEP 100

RICHLAND COUNTY JOB & FAMILY SERVICES
Main Office
171 Park Avenue East
Mansfield OH 44902
Fax: 419-774-0051
419-774-5400

OhioMeansJobs
183 Park Avenue East
Mansfield OH 44902
Fax: 419-774-5380
419-774-5300

Sharlene Neumann, Director
Ohio Relay Voice/TDD: 800-750-0750
RCJFS Toll Free: 1-888-774-5400

Date
CRISE #
OB #
CCMEP ASSESSMENT/REASSESSMENT LETTER
Dear

I need to meet with you to discuss your
education and employment goals.

Date

Please complete the enclosed form(s) & bring
them with you to your scheduled appointment.

Time
Form 434 (Information Request – Level I)
Case Manager
Form 435 (Family Assessment - Level II)
Phone # 419-774Location of Appointment:
OhioMeansJobs Building or Catalyst (drop down)
You are required to attend this assessment or reassessment appointment at the date and time listed above.

• The initial assessment will last approximately two hours.
• Because of the length and the complexity of the assessment, we recommend that you
make child care arrangements for your children.
• This is an initial meeting; another meeting will be scheduled as a follow-up to this
appointment. You must attend both appointments.

IMPORTANT NOTICE
It is your responsibility to contact your CCMEP/Work Activities case manager within one (1) hour of your
scheduled appointment(s) if you cannot attend. Additionally, you will be required to provide written
documentation to support good cause for missing the appointment(s). If you fail to keep your scheduled
appointment(s) without good cause, your cash assistance and food assistance benefits may be reduced or
terminated per O.A.C. 5101:4-3-09, 5101:4-3-11, 5101:4-3-29, and O.R.C. 5101:1-3-15.
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Original to Participant

Copy to Case Record

