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House Notes

“ This fraining 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:
wWWWw.njicaweb.org/btb.

* Please hold questions until the end of the fraining.

* If you would like a certificate confirming your participation in the
training, please contact Stacy Green (sgreen@njcaweb.org).

¢
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Disclaimer

The contents of this fraining 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. W*f

3 NATIONAL JOB CORPS ASSOCIATION JOB CORPS
BUILDING AMERICA'S SKILLED WORKFORCE



@

BUILDING AMERICA'S SKILLED WORKFORCE

.J

e AGENDA

§ I Why CTS Data Integrity Matters
P L. / PRH Chapter 4 Expectations

i At III Exhibit 4-1 and 4-2 Focus

' 1 | IV. Common Data Integrity

Concerns
V. Quality Control Practices
VI. Q&A




Presenters

Helyse Markham, APR Nikki Sutton

Senior Director, Organizational
Standards
Management & Training Corporation

Director, Compliance &
Accountability
Management & Training Corporation

BUILDING AMERICA'S SKILLED WORKFORCE

5 NATIONAL JOB CORPS ASSOCIATION JOB CORPS



Q)

NATIONAL

JOB CORPS

ASSOCIATION

Data Integrity in
Job Corps Career
Transition Services




Session Roadmap

Why Integrity Matters: PRH Chapter 4: Exhibits 4-1 and 4-2:

Accuracy, completeness, Documentation Tracking, verification,

consistency, traceability, expectations for the Career placement types, and
and student outcome Transition Period and case support for data entered in
credibility. recording. the CTS application.
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Risk and Controls:

Common errors, file
reviews, audits, checklists,
and retraining practices. JVn.a

JOB CORPS
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https://enroll.jobcorps.gov/
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Learning Objectives:
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Explain why CTS data integrity is essential for service delivery and
reporting.

Identify documentation expectations tied to CTS responsibilities.

Describe how Exhibits 4-1 and 4-2 support proper recordkeeping
and verification.

Recognize common errors that weaken integrity and how to
prevent them.

This session is built to strengthen documentation habits, improve
consistency across files, and support audit-ready transition
service records.

JOB CORPS
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Why Data
Integrity Matters

When records are accurate and traceable, staff
can support students consistently and defend V
N\ \{//

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

Complete: Case files
include required details,
documentation, and
follow-up information.

Consistent: Case notes,
reports, and system
entries align across the
record.

Traceable: Each
reported result can be
followed back to
supporting evidence.

Accurate: Records match

what happened and
what can be verified.

What weak documentation affects:

Case management:
Incomplete records make it
harder for staff to

Performance reporting:
Reported outcomes lose
credibility when entries are
unsupported, mismatched,
or late.

Program accountability:
Quality assurance depends
on records that are
complete, verifiable, and
audit-ready.

Service continuity: Gaps in
notes or verification can

understand prior actions,
student status, and next
steps.

interrupt handoffs and
weaken follow-up support.
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PRH Chapter 4
Expectations

The Career Transition Period requires documentation that

is timely, specific, and aligned with staff actions and
student outcomes.
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Transition Services

* Job placement assistance/job re-placement assistance.

 Job retention assistance.

* Additional placement services for those whose initial placement ended during
the service period.

» Assistance with career advancement and certification and/or licensing
attainment where applicable.

e Other transition support services (housing, transportation, childcare, 1-9
completion, etc.) as appropriate.

* For students that require accommodations, supplemental support resources for
job placement, job re-placement, and job development efforts through One-

Stop Career Center/American Job Center partners and the State vocation T
rehabilitation agency. *W
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Case notes-PRH requirements

1. Make direct contact with projected graduates prior to separation
to assess their needs - Conduct a needs assessment, upload, and
case note interaction.

2. Maintain direct contact with all graduates AT LEAST every 30 days
during the service period to reassess their needs - Enter case
notes indicating contact/attempted contact within 24 hours.

3. Keeping a spreadsheet will make this process easier and more
efficient, especially as caseload sizes increase.

¢
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Case notes

Strong case notes include:

e Dates tied to contact, services, and verification activities.
e Names of the student, employer, school, or other contact involved.

e Actions take by staff including referrals, leads provided, and follow-
up.

e OQutcomes reached, plus any next steps or pending items. Don’t leave
any clifthangers!

e Clear language that avoids assumptions, unsupported claims, and
missing timeframes. MY

'
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Case notes assist in
solidifying services
provided, documentation,
reporting, and verification
as a part of quality
assurance and data
Integrity expectations.
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Exhibits 4-1 and 4-2 o S

These exhibits help staff identify the different | |
placement types and how placement documentation¢
may differ across placement type.
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How the exhibits support staff work

Track requirements: Clarify the Verify entries: Reinforce that data
information staff must capture entered into the CTS application
during transition services and must be supported by verification
placement follow-up. documents.

Differentiate placement types: Help
staff recognize that documentation
expectations vary by type of
placement and outcome.

¢
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Exhibit 4-1: Placement Definitions

There are 3 basic types of placements, each with their own sub-
categories:

e Full-time or Part-time
employment

e Registered
Apprenticeship

e Armed Forces
e Self-Employed

e High School or
Equivalent

® Postsecondary Career
Technical Training (PSC)

e University/College (in-
person or online)

e On-the-job training or
other subsidized
employment (OJT)

e Other Training Program

Job Placement

Education Placement
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Combination Job/College

e Combination of
employment and
university/college
enrollment

e Full-time or Part-Time

JOB CORPS
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Exhibit 4-2: Initial Placement Verification
and Documentation Requirements

* Verification Requirements
« 100% of all placements entered must be verified and documented.

* Employment must be paid, unsubsidized, and within compliance of wage
requirements of Fair Labor Standards Act, unless employment is in Puerto
Rico, U.S. Virgin Islands, or the U.S. Trust Territories.

* Educational placements are only valid after actual continue enrollment of
one week.

* Documentation Requirements

e A detailed breakdown of what the documentation must contain and
acceptable receipt methods. V
\'(//
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Digging into Definitions

Job/Apprenticeship/Armed Forces 32 hours+ in a 7-day period

High School/PSC/OJT/Other 20+ hours in a 7-day period
Training Program

College/University 9 credit hours per
semester/trimester/quarter or
6 credit hours per summer session

Combination Job/College 16 hours at one job + 6 credit hours
(3 for summer session) in the same
7-day period

NATIONAL JOB CORPS ASSOCIATION

20 —-31.99 hours in a 7-day period
N/A

N/A

10 hours at one job + 6 credit hours
(3 for summer session) in the same
7-day period

JOB CORPS
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Digging into Definitions-Educational Programs

Postsecondary career technical training or Must be a program where it is expected that a
technical education program certificate or certification will be achieved.
On-the-job training or other subsidized Be sure to enter this as educational whether paid
employment or not.

Other training program Must have an expected duration of at least 90

calendar days.

¢
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Dissecting Documentation-Employment/Job

Verification documentation must
include:

Employer’s name

Date the student reported for
employment

Number of hours student actually
worked

Hourly wage

Name, title, and phone number of
person at place of employment who
provided information

Date of verification receipt

NATIONAL JOB CORPS ASSOCIATION

Documentation must be received by:

* U.S. Mail-upload envelope with
placement

* Fax-look for the fax tagline to ensure
it matches business

 Electronic scan and e-mail-ensure
scan was sent from a business email

* Third-Party Verifiers: The
WorkNumber, CCCVerify, Thomas &

Co, SCRA, etc.)
»*
\
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Dissecting Documentation-Education

Verification documentation must include: Documentation must be received by:
* Name of university/college

Date the student enrolled or reported * U.S. Mail-upload envelope with

for class placement
* Credit hours for which enrolled, or hours ¢ Fax-look for the fax tagline to ensure
worked at on-the-job it matches school/business

training/subsidized employment for the
week being verified
e Specific duration requirements, if

e Electronic scan and e-mail-ensure
scan was sent from a school/business

applicable email
* Name, title, and phone number of * National Student Clearinghouse
person at institution who provided
information )
 Date of verification receipt =

¢
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Self-Employment

’

‘ - This would also apply to students who drive for

Uber, Lyft, Grubhub, etc.

Staff must verify at least one of the
following:

* Business license

 Employer ID number

 Copies of income checks

* Job materials and/or equipment
 Wage records

* Newspaper and/or other advertising for
business

e 1099 MISC form o
%
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Common Data
Integrity Risks

OOOOOOOOOOOOOOOOOOOOOOOOOOO

BUILDING AMERICA'S SKILLED WORKFORCE



High-Risk Areas

Job Training Receipt
Match (JTM) Documentation

Calculating
Hours

Upgrades

*
-

'
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R
Dates/Reported, Placed, Verified, Approved

Dates must be supported by placement verification documentation.

* Date Reported-when the student first enters the placement. Must be before service end date.
Can be before separation if student has completed HSD/HSE or CTT. Hours worked on this date

shouldn’t be used (prior DIR finding)

* Date Placed-date the student first meets the placement definition. Must be at least 7 days after
date reported. Safest to use hours worked after separation date (prior DIR finding). Can be after

the service end date.

* Date Verified-when the last piece of information required for the placement was received from
the verifier. Can be after the service end date.

* Date Approved-must be within 90 days of the Date Reported. If not, “Not Approved” should be
clicked in CTS. (prior DIR finding)
*
1
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Job Training Match (JTM)

The JTM Crosswalk is organized by CTT cluster.

DIR findings have been more stringent than the crosswalk. Even if an ONET is a match,
we still must look at the job duties vs. the TAR skills.

Examples of DIR comments:

 “The ONET code is correct, however, there is no evidence that the job duties are related to the trade
that the student completed.”

*  “None of the associate positions would be selling stock related to student’s CTT. Job title is not specific
enough and placement was not related to student’s CTT.”

(1 Beware of vague job titles (Associate, Team Member, etc.)

 Ensure job descriptions obtained online match the job title.

¢
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If verification documentation
comes from a personal email,
ensure that there is a
business card/stamp or
something tying the email
back to the business
uploaded.

If the CTT instructor emails
placement verification
documentation, the email
chain must show that the
original documentation came
from the employer.

2 9 NATIONAL JOB CORPS ASSOCIATION
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Receipt documentation

If a fax tagline doesn’t show
the business name, do a
Google search for the number
to see if it ties back to the
business. If not, a business
card/stamp on the document
will also suffice.

Paystubs or screenshots need
to be emailed from the
student, not texted.

2

If using mail, the envelope
must be uploaded as well. A
business card/stamp attached
to the verification document
is needed (unless the
business/school has pre-
printed envelopes with their
information.)

JOB CORPS
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Upgrades

Be sure to review Appendix 501 Attachments.pdf (Attachment 2) for acceptable
upgrades.

The most common finding for upgrades is that the date the upgrade went into
effect is not clear. Be sure your documentation is clear. If using The WorkNumber,
you may need to add a memo with further calculations to support the date.

N

*
1
JOBCORPS
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https://prh.jobcorps.gov/Appendices/Appendix%20501%20Attachments.pdf

Calculating Hours

WorkNumber or something similar. Be sure to divide hours

% Pay attention to the pay period length if using The
accordingly. Semi-monthly is the same as bi-weekly.

I
V Hours must always be rounded down.

If using a verification of employment form (VOE), pay
@ attention to skipped days in the chart. Hours worked must
be in a 7-day calendar period, not just 7 dates.
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Wages

Beware of “total
compensation” amounts.
These tend to be listed for

union placements. The PRH
requires the hourly wage.

NATIONAL JOB CORPS ASSOCIATION

figure in overtime (if
applicable) when doing
calculations.

If documentation from The
WorkNumber or similar source
is missing the wage, but shows
hours worked, be careful to

/

*
-
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Other Required Documentation

shows it has been reconciled, a screenshot should be uploaded. If the check shows returned, expired, or has been

C Transition fund reconciliation: Staff should monitor the “Release Check” screen in CIS. Once the transition check
open for an extended period of time, case notes should indicate contact with the student to resolve the issue.

C Resume: Ensure resumes accurately reflect the student’s attainments. Use the student profile and the e-folder to
E verify attainments.

® Release of Information: Required by The WorkNumber. Ensure the form allows Job Corps to gather
" 1]-) employment/educational information from other entities.
Needs Assessment: Should be completed prior to separation for projected ordinary graduates. Can be completed
&

after separation for non-ordinary graduates.
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Quality Control
Practices
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Quality Control (QC)

QC starts with the CTS staff.

Use a checklist to confirm each required document is present.

Compare placement verification with CTS data and case notes.

|dentify gaps or questions in information.

Escalate questions to a supervisor.

This process repeats when file is sent to the QC reviewer/approver.

Conduct regular placement and case note audits (self and manager)

Compare case notes, reports, and documentation for consistency.

NATIONAL JOB CORPS ASSOCIATION
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Accurate documentation protects graduates, staff, and the Job Corps
program. It supports compliance and ensures placement
documentation is complete, consistent, and audit-ready!

AR

¢
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Additional Training Opportunities

“*Security Training: A Review Based on Recent Focus ltems —
Thursday, 5/28, 3:00 p.m. EDT (register here)

“*ETR-led series — June (registration forthcoming)
s Outcome Measurement System
“*Infro to Training Management and Academics
“*Infro to Training Management and CTT
“*Infro to Work-Based Learning
s Data Integrity and Quality Assurance

¢
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https://forms.cloud.microsoft/r/DQV3n51tbU

. a0
Questions/Technical Assistance

Brendan O’Hara

VP, Advocacy & External Aftairs
bohara@njcaweb.org
651-336-6216

*
1
JOBCORPS
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Thank You!

A recording of the training and associated materials will be sent
to all registrants and posted fo the NJCA Back-fo-Basics website

:*QI:
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