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House Notes
 This training is being recorded – a copy of the training and 

associated materials will be sent to all REGISTERED attendees 

and posted online.

 The slide deck and associated materials will also be available to 

download via the NJCA Back-to-Basics website: 

www.njcaweb.org/btb. 

Please hold questions until the end of the training.

 If you would like a certificate confirming your participation in the 

training, please contact Stacy Green (sgreen@njcaweb.org). 

http://www.njcaweb.org/btb
mailto:sgreen@njcaweb.org
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Disclaimer

The contents of this training do not constitute 
legal advice with respect to compliance with 
contract terms.

 

Please coordinate with your direct 

manager/supervisor, campus leadership, 

AND/OR corporate leadership prior to 

implementing the recommendations or best 
practices from this training.



AGENDA

I. Intro to Data Integrity
II. Exhibit 1-1 Overview
III. Documentation Standards
IV. Common Data Integrity 

Concerns
V. File Review and Quality Checks
VI. Q&A
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https://enroll.jobcorps.gov

Gone are the days of auditing hard copy applicant files. This 

training will show you how to build complete, accurate, and 

audit-ready applicant files with a strong focus on PRH 

Exhibit 1-1 documentation standards.

https://enroll.jobcorps.gov/
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What this training covers:

Training purpose

Strengthen accurate, 
complete, and consistent 
documentation of 
eligibility determinations 
from initial contact 
through file submission.

Core focus

Use Exhibit 1-1 criterion in 
order, validate supporting 
documents, and ensure 
the file clearly shows how 
eligibility was determined.

Key skills

Verify source documents, 
write clear 
communications log 
entries, and identify 
missing or conflicting 
information before 
submission.

Expected outcome

Staff leave with a 
repeatable process for 
building defensible, audit-
ready applicant files.



9 NATIONAL JOB CORPS ASSOCIATION

IBM defines data integrity as “the assurance that an organization’s 
data is accurate, complete and consistent at any point in its lifecycle.”

Accurate: Applicant 
information, source 

documents, and system 
entries must match.

Complete: Every 
required criterion must 

be supported by 
documentation or an 

explanation.

Consistent: MyJobCorps 
entries, uploads, and 
communications logs 
should tell the same 

story.

• Weak documentation can delay enrollment, create compliance risks, and 

undermine confidence in eligibility decisions.

• Strong documentation protects applicants, staff, and the program by 

creating a clear audit trail.

• Data integrity is not only data entry quality; it is the integrity of the entire 

eligibility determination.
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Application 

Flow

Exhibit 1-1 
Expectations
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What staff must do:

• Review eligibility criteria in order.

• Collect and validate source documentation for each applicable 

criterion.

• Upload documentation so the file supports the final decision.

What the file must show:

• How identity and other eligibility 

factors were verified.

• What follow-up occurred when 

information was incomplete or 

conflicting.

• Why the applicant was considered 

eligible for admission.
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What good 
documentation 
looks like
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VERIFIED

Documents are legible, 

current (when required) 

and tied to the exact 

criterion being 

reviewed.

MATCHED

Names, birth dates, 

addresses, and other 

identifiers line up 

across all records.

DOCUMENTED

Requests, outreach, 

explanations, and 

follow-up steps appear 

in uploads and 

communications logs.When information is missing, conflicting, or 

unclear, don’t guess. Document the issue, 

seek clarification, and resolve it before 

submission.
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Common 
eligibility 
documentation 
concerns



15 NATIONAL JOB CORPS ASSOCIATION

High-Risk Areas
Identity and 
lawful presence

Unclear identity records, name mismatches, or unsupported status create major 
file weaknesses and eligibility concerns.

Age and 
guardianship

Missing birth verification or minor applicant guardianship documents can block 
timely processing.

Low-income 
status

Income calculations or source evidence may be incomplete, outdated, or 
inconsistent with the application.

Criminal history 
resolution

Files must show what was reviewed, how issues were clarified, and whether 
follow-up was completed.

Educational and 
training needs

The file should support the applicant’s need for education, training, and related 
services.

Readmission
Applicants with prior enrollments must meet additional criteria as noted in PRH 
Chapter 1.2 R7 and R8.
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Identity and Lawful Presence
Applicants must remain in legal status or retain employment eligibility throughout their stay in Job Corps as 
well as the period allotted for transition services.

Required documents (at least one of the following):

• Unrestricted social security card

• United States birth certificate

• U.S. Passport or Passport Card

• Unexpired Permanent Resident Card

• Unexpired Employment Authorization Card

• Foreign passport with Form I-94 with arrival/departure record and endorsement to work

• Refer to Form I-9 Acceptable Documents | USCIS

• Applicants from areas such as Guam, Yap, and Micronesia may follow unique eligibility documentation 
requirements—staff are expected to verify these requirements using policy resources. A quick search on 
Google will give you guidance for individual areas.

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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Age Verification
Applicants must be at least 16 years old and not more than 24 
years old on the date they enroll. The upper-age limit may be 
waived for individuals for disclosed/ documented disabilities.

Minor applicants must have parental/legal guardian consent to 
participate in Job Corps unless they are:

• Emancipated according to applicable laws of the state.

• Younger than 18 and married.

• An unaccompanied youth under the McKinney-Vento 
Homeless Assistance Act.

To verify parent/legal guardian, a birth certificate or legal 
documentation needs to be provided.
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Parent/Legal Guardian of Minor Applicants

If an applicant is an 
unemancipated or married minor 
and does not meet the definition 

of an “unaccompanied youth” 
under the McKinney-Vento Act, 

their parent or legal guardian 
must sign the consents to 
participate in Job Corps.

While the PRH does not 
specifically require proof of 

parent/guardian, it is 
important for us to gather this 

documentation to prevent 
issues.

If the applicant provides a 
birth certificate, ensure the 

parent signing them in is 
listed. 

If the applicant is a ward of 
the court or state, court or 

other official documentation 
is required.

Depending on state laws, a 
parent/guardian can 

designate Minor Child Power 
Of Attorney or temporary 

guardianship. Court 
documentation or a notarized 

document is required.

If an applicant is determined 
to be an “unaccompanied 

youth”, they can sign 
themselves into Job Corps.
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Low-Income Status
The trickiest criterion! Here are some helpful tips:

 Public assistance (SNAP, TANF, SSI, Medicaid/CHIP)

• Must be a member of a family in a household that receives or has received in the 
past 6 months. Applicant does not have to be listed on the documentation.

• Ensure documentation shows it has been active in the past 6 months. 

 Earned Income

• Documentation/information for income during the past 6 months. 

• Need 1 months’ worth of paystubs and Income Verification Worksheet.

• Be sure to accurately document how long applicant has been 
employed/unemployed for in MyJobCorps.

• Pay attention to the LLSIL-updated numbers released. Some areas now have higher 
thresholds for individuals than the poverty guidelines.

• Review Appendix 101 for examples of excludable income.
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Low-Income Status-continued
 Homelessness

• As defined by the Violence Against Women Act of 1994 or the McKinney-Vento Homeless 
Assistance Act.

• Refer to Exhibit 1-1 for descriptions.

• If an applicant isn’t working with a caseworker or shelter, the admissions staff can have them 
complete a Statement of Support and briefly describe the applicant’s living situation at the 
bottom.

• Great resources to determine if a minor applicant qualifies under McKinney-Vento is McKinney-
Vento Eligibility Determinations Flowchart_2026_V2 and Unaccompanied Youth Eligibility 
Flowchart_2026_V2

 Free or Reduced-Price Lunch

• Documentation directly from the school verifying status within the most recent school year.

• If the school is part of the Community Eligibility Provision (CEP), a transcript indicating the student 
was enrolled within the past 6 months and a screenshot from the school’s website or the state’s 
Department of Education verifying CEP schools will suffice.

https://nche.ed.gov/wp-content/uploads/2026/03/NCHE_McKinney_Vento_Eligibility_Determinations_Flowchart_Jan_2026.pdf
https://nche.ed.gov/wp-content/uploads/2026/03/NCHE_McKinney_Vento_Eligibility_Determinations_Flowchart_Jan_2026.pdf
https://nche.ed.gov/wp-content/uploads/2026/03/NCHE_McKinney_Vento_Eligibility_Determinations_Flowchart_Jan_2026.pdf
https://nche.ed.gov/wp-content/uploads/2026/03/NCHE_Unaccompanied_Youth_Eligibility_Flowchart_January_2026.pdf
https://nche.ed.gov/wp-content/uploads/2026/03/NCHE_Unaccompanied_Youth_Eligibility_Flowchart_January_2026.pdf
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Low-Income Status-continued
 Foster Child

• A memo from the applicant’s case worker or court documentation will suffice.

• In some instances, a child may have been adopted from foster care, but the family 
receives a subsidy payment from the state. Documentation of this payment and a 
description is acceptable documentation

 Individual with a Disability whose own Income Meets the Low-Income Requirement

• If the applicant and their family do not meet the low-income requirement, the AC 
must invite the applicant to disclose whether they are a person with a disability. 

• A disclosed, documented disability will allow for the applicant to be considered as a 
family of one and their own income may be counted by itself, even if the applicant 
is a minor and/or is claimed for tax purposes.
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Low-Income Status-Statement of Support
 When can I use a Statement of Support?

• Applicant has been unemployed for the prior 6 months.

• Applicant has minimal income in the prior 6 months.

• Applicant is a minor with a disclosed disability who has not been employed during the prior 6 
months whether parents claim them on their taxes or not.

 When can’t I use a Statement of Support?

• Applicant is a minor with no disclosed disability.

• Applicant’s parents indicate they claim them for tax purposes, but applicant does not disclose a 
disability.

• Applicant reports working during the prior 6 months (exceptions apply-dependent on time 
employed and income)
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Unresolved Background Check Information
There are times when the background check may indicate 
additional information is needed before proceeding with the file.

1. Communicate with the applicant regarding the needed 
information.

2. The applicant or the AC may retrieve the needed information. 
Some states offer free online court records as well.

3. Once documentation is received and determined to be 
sufficient, enter the resolution in MJC and upload 
documentation to the applicant’s file.

As a reminder, background checks are good for 120 business days.



24 NATIONAL JOB CORPS ASSOCIATION

Educational and Training Needs
• If an applicant reports that they have 

completed high school, documentation to 
support this MUST be uploaded. If it cannot 
be obtained, the applicant must be entered 
as a non-graduate in MJC.

• Please refer to the NCAA’s 
International_Guide.pdf when reviewing 
foreign diplomas/transcripts.

• To indicate an applicant as a graduate, their 
high school program must be accredited 
based on the requirements in Appendix 302 
Guidelines for the Ongoing Quality 
Monitoring of Job Corps HSD Programs.pdf

http://fs.ncaa.org/Docs/eligibility_center/International_Information/International_Guide.pdf
https://prh.jobcorps.gov/Appendices/Appendix%20302%20Guidelines%20for%20the%20Ongoing%20Quality%20Monitoring%20of%20Job%20Corps%20HSD%20Programs.pdf
https://prh.jobcorps.gov/Appendices/Appendix%20302%20Guidelines%20for%20the%20Ongoing%20Quality%20Monitoring%20of%20Job%20Corps%20HSD%20Programs.pdf
https://prh.jobcorps.gov/Appendices/Appendix%20302%20Guidelines%20for%20the%20Ongoing%20Quality%20Monitoring%20of%20Job%20Corps%20HSD%20Programs.pdf
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Readmission

Ensure the MJC Readmission check 
verifies applicant is eligible for 

readmission. 

If applicant was previously separated 
for a Level 1 drug use infraction, their 

initial UA must be negative, or they 
will be separated immediately.

Be mindful of how long the 
applicant’s prior enrollment was. They 

must be able to complete within 24 
months (including the initial 

enrollment) unless they receive an 
extension as part of a disability 

accommodation or to complete AT or 
ACT.

If the applicant has not been out of 
Job Corps for a minimum of 1 year, a 

waiver from the Regional Director 
must obtained.

In instances where the applicant 
previously received an unfavorable 

center recommendation or a 
disciplinary separation, the applicant 
must provide documentation of how 

they have made positive 
improvements since leaving the 

program.
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File Review and 
Quality Checks
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Quality Control (QC)

QC starts with the AC. 
Ensuring your caseload 
is organized and your 
processes are efficient 

is crucial.

Use a checklist to 
confirm each required 
document is present.

Compare source 
documents with MJC 

data and 
communications log 

entries.

Identify gaps or 
questions in 
information.

Escalate questions to a 
supervisor.

This process repeats 
when file is sent to the 

QC reviewer.
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Accurate documentation protects applicants, staff, and the Job Corps program. It 
supports compliance and ensures eligibility decisions are complete, consistent, and 
audit-ready!
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Resources
Exhibit 1-1 Job Corps Eligibility Requirements.pdf

Appendix 101 Definitions of Family and Family Income.pdf

PRH Chapter 1.2 Eligibility

McKinney-Vento Eligibility Determinations Flowchart_2026_V2

Unaccompanied Youth Eligibility Flowchart_2026_V2

NCAA Requirements for Foreign Diplomas

Appendix 302 Accreditation Guidelines for Graduates Prior to Enrollment

Program Instruction Notice 10-37 Attachment A Process For Reviewing Applicant Income 
Eligibility.pdf (page 3)

https://prh.jobcorps.gov/Exhibits/Exhibit%201-1%20Job%20Corps%20Eligibility%20Requirements.pdf
https://prh.jobcorps.gov/Exhibits/Exhibit%201-1%20Job%20Corps%20Eligibility%20Requirements.pdf
https://prh.jobcorps.gov/Exhibits/Exhibit%201-1%20Job%20Corps%20Eligibility%20Requirements.pdf
https://prh.jobcorps.gov/Appendices/Appendix%20101%20Definitions%20of%20Family%20and%20Family%20Income.pdf
https://prh.jobcorps.gov/Enrollment%20Services/1.2%20Eligibility/
https://nche.ed.gov/wp-content/uploads/2026/03/NCHE_McKinney_Vento_Eligibility_Determinations_Flowchart_Jan_2026.pdf
https://nche.ed.gov/wp-content/uploads/2026/03/NCHE_McKinney_Vento_Eligibility_Determinations_Flowchart_Jan_2026.pdf
https://nche.ed.gov/wp-content/uploads/2026/03/NCHE_McKinney_Vento_Eligibility_Determinations_Flowchart_Jan_2026.pdf
https://nche.ed.gov/wp-content/uploads/2026/03/NCHE_Unaccompanied_Youth_Eligibility_Flowchart_January_2026.pdf
http://fs.ncaa.org/Docs/eligibility_center/International_Information/International_Guide.pdf
https://prh.jobcorps.gov/Appendices/Appendix%20302%20Guidelines%20for%20the%20Ongoing%20Quality%20Monitoring%20of%20Job%20Corps%20HSD%20Programs.pdf
https://prh.jobcorps.gov/Program%20Instruction%20Notices/PRH%20Program%20Instruction%20Notices/PY%2010/Program%20Instruction%20Notice%2010-37%20Revised%20Job%20Corps%20Verification%20of%20Income%20Document/Program%20Instruction%20Notice%2010-37%20Attachment%20A%20Process%20For%20Reviewing%20Applicant%20Income%20Eligibility.pdf#search=income%20verification%20worksheet
https://prh.jobcorps.gov/Program%20Instruction%20Notices/PRH%20Program%20Instruction%20Notices/PY%2010/Program%20Instruction%20Notice%2010-37%20Revised%20Job%20Corps%20Verification%20of%20Income%20Document/Program%20Instruction%20Notice%2010-37%20Attachment%20A%20Process%20For%20Reviewing%20Applicant%20Income%20Eligibility.pdf#search=income%20verification%20worksheet
https://prh.jobcorps.gov/Program%20Instruction%20Notices/PRH%20Program%20Instruction%20Notices/PY%2010/Program%20Instruction%20Notice%2010-37%20Revised%20Job%20Corps%20Verification%20of%20Income%20Document/Program%20Instruction%20Notice%2010-37%20Attachment%20A%20Process%20For%20Reviewing%20Applicant%20Income%20Eligibility.pdf#search=income%20verification%20worksheet
https://prh.jobcorps.gov/Program%20Instruction%20Notices/PRH%20Program%20Instruction%20Notices/PY%2010/Program%20Instruction%20Notice%2010-37%20Revised%20Job%20Corps%20Verification%20of%20Income%20Document/Program%20Instruction%20Notice%2010-37%20Attachment%20A%20Process%20For%20Reviewing%20Applicant%20Income%20Eligibility.pdf#search=income%20verification%20worksheet
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Time to test your knowledge!
https://forms.office.com/r/nK007w6dKy 

https://forms.office.com/r/nK007w6dKy
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Questions/Technical Assistance

Brendan O’Hara
VP, Advocacy & External Affairs

bohara@njcaweb.org 

651-336-6216 

mailto:bohara@njcaweb.org
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Additional Training Opportunities

Data Integrity in Job Corps CTS – Thursday, 5/21, 1:00 p.m. 

EDT

Separate registration

ETR-led series – June (registration forthcoming)

Outcome Measurement System

Intro to Training Management and Academics

Intro to Training Management and CTT

Intro to Work-Based Learning

Data Integrity and Quality Assurance
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Thank You!
A recording of the training and associated materials will be sent 

to all registrants and posted to the NJCA Back-to-Basics website
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