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Applicants

How applicant data in MyJobCorps Portal trigger Expedited Enrollment criteria

Homelessness

Any of the items marked in the "Home

Life" section.

A Victim of Human Trafficking
Selection marked in the "Personal
Circumstances" section.

Natural or Man-Made Disaster
Selection marked in the "Personal
Circumstances" section.
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Screenshots of Applicant Portal.

Application
3 What best describes your current living situation?
Q llive alone
Q ive with unrelated individuals fincluding roommtes, friends)
O |live with my Parent/Legal Guardian or other family members (including foster care,

group home agency guardians)

QO Ilive with my Spouse and/or am a Parent/Legal Guardian living with my
child(ren)idependent{s)

Do any of the following conditions apply to you? Learn More

e ‘ (] 1am experiencing homelessness
eturn to Dashboar
[ 1am currently without permenent housing at this time

] 1am temporarily steying with other people

1 1am staying in emergency or transitional shelters

() 1am staying in a motel, compground., car, park, abandoned building, bus or train stations, or
ather public or private place not designed for humans to live

() 1am staying in substandard housing

[J None of these apply to me

Application Personal Circumstances - Selection Overview

Please select all areas that apply to you.

1 received free and/or reduc;

price lunch

ed

I wosfamjwill be in the foster
care system

I receive social security I am in the military, a veteran,

I receive public assistance
or o spouse of a veteran

‘ 4~ Retum to Dashboard

I have encountered a natural 1 am a victim of human
or man-made disaster wafficking

U

I-am unsure if one or more of these apply

[T] None of these apply



Admissions Staff
How to identify an Expedited Enrollment Cases in MyJobCorps Gateway

Screenshot of Gateway Home screen

 Ifan applicantanswered a question, & My Assigned Applicants
or made a selection, in their submitted
MyJobCorps Portal application that  seach by AT o Applcn DHTEOANE | OFES - OBT3L..© | | WO WLETON | 4 | | powssonsrrovec | 4 | momouiEw | 4 “Jlg]v- e
triggered Expedited Enrollment status, [ soiionrocns somicnc |y [ oo G B G st Aot o o AT st TS
the urgency status in MyJobCorps ::m
Gateway will change from Standard to e ey beemned S 3om @ @ ©  Westngon Phiadspnia Fotomac Geman

100009662 Priority.

oo 6:07 PM 60 days © © ® Washington ~ Philadelphia  Potomac

Started 0T

+ Admissions Staff can identify e wecs | R | T, Taew coms Washingion _Phiadephia  Potomac
Expedited within the following views:

EDT

7/15/2024

George Application !
100009650 i [ WEE,?PM 60 days Washington  Philadelphia  Potomac

* The Home and All Cases view
within in MyJobCorps Gateway. Screenshot of Applicant Record view

Gertrude Hofstra, #100010042

* The expedited ﬂag iS ViSible on EMGIEG Application  Readmissions  Eligiblity  Tralning & Center Selection  Dacuments
the Summary tab within the -

Applicant Record when staff click Acons -
into an Applicant’srecord. Cl  Gertrude (Gertie) Hofstra [y e T

Application Tracking Number: 100010042 Assigned To: Emily Fitzpatrick

Case Creation Date: 9/10/2024 (3 days ago)
Status: Open Warkflow Milestane: Eligibility Determined Urgency. & Expedited

Applicant Summary >

Communications Log ~ Case History

Date of Birth Phone
9/9/2007 (17 years old) (270) 288-0000

Accommodation Request(s) Email

No fitzpatrick jctest+261@gmail.com
Language Translation Needs Preferred Method of Contact
0 Corps Yes (German) Phone (Evening)




Admissions Staff
Reviewing and validating applicant data in MyJobCorps Gateway

Screenshots of a submitted application in Gateway

e Gertrude Hofstra, #100010042

* When applicants submit their MyJobCorps Portal
application, their data is available in MyJobCorps
Gateway within Application tab.

Personal Circumstance

Vwias/amiwil b in the Foster Care System

* Admissions staff are responsible for reviewing and
verifying applicant information. Verification is
typically performed through interviews with
applicants and reviewing their submitted
documents, if any were uploaded.

* If admissions staff need to make corrections for
any data submitted by the applicant, they can
unlock the case so the applicant can make edits in
the MyJobCorps Portal or edit it on their behalf in
MylobCorps Gateway.
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Processing Expedited Enrollment
Cases in Gateway



Admissions Staff
Processing Expedited Enrollment cases in MyJobCorps Gateway for Criteria 1-3

* During or after an interview with the applicant, Admissions staff can proceed to assessing eligibility in

MylJobCorps Gateway.

* The following screens indicate how to mark an applicant as “conditionally eligible” for criterions 1-3. These
three criterions must be marked as “conditionally eligible” (for self-attestation) or “eligible” (if documents

are available) before requesting a background check.

Eligibility Criteria 13
L 1. Residency Status
zhge

3. Low Income

Gertrude Hofstra, #100010042

Criterion 1
Residency Status

Preliminary Eligibility

U.S. Citizen
Aulhorized by-the DHS 1o wosk in the U5

Relugas-

Seglen ot Bales

Deferred Action for Childhood Asrivals {DACA) recipient.
None-af the Above-

~Observations of Readiness

WEETS

Applicant responses to Observations of Readiness questions should not be recorded with in the MyjobCorps Gateway unless they constitute a
significant concern that may render the applicant ineligible - such responses must be entered within the Communications Log with a type of

Observations of Readiness

1. Why do you want ta enroll in Job Corps at this time?

2. Who referred you ta Job Corps? How did you find aut about it?

3. Do you have any guestions about the Job Corps program at this time?

4. What have you been doing since you left school?

5. Where do you see yourself in a year, in three years, in five years?

LT O T NN T PO S gt ARt RN T B ey

Confirm Criterion Result
Conditionally Eligible -

Assessment Method

© self-attestation

08| CONTINUE

Confirm Criterion Result

Conditionally Eligible

Eligible

] Conditionally Eligible

Not Eligible

| e B



Admissions Staff
Requesting Background Checks for Expedited Enrollment cases in MyJobCorps Gateway for Criteria 4

* Admissions staff should request background checks for Expedited Enrollment applicants the same way
they do for Standard applicants.

* When background check results are available, Admissions staff will automatically receive the result in
MylobCorps Gateway. They should immediately confirm the result in the Background Check Determination
box and use the dropdown to indicate either Eligible or Not Eligible. There is not an option for

conditionally eligible for Background Checks.

Gertrude qustra, #100010042

Criteriona o -
Criminal Background Check JAcs Tracking
Request Date 711512024 1:41 PM EDT Confirm Criterion Result
Preliminary Eligibility — .
ied the Release of Criminal History Record information v JACS Result Eligible: Mo Criminal Comvictians Present Eligible -

The parentrgua Calact an Ooton
Criterion Result  liible Eligible
il Filzpalrick requested a background €hedk on 7/15/2024 1:41 PM EDT Not Eligible
Confirm Criterion Result
Elgile

Application Information
First Name Gertrud

Middle Name

o |

"Job




Admissions Staff
Processing Expedited Enrollment cases in MyJobCorps Gateway for Criteria 5-10

* While waiting for the applicant’s background check results, Admissions staff should continue with eligibility
processing for criterions 5-10 in MyJobCorps Gateway.

* The following screens indicate how to mark an applicant as “conditionally eligible” for criterions 5-10. These
criterions must be marked as “conditionally eligible” or “eligible” (if documents are available) to continue to
QA Review.

Gertrude Hofstra, #100010042 : .
ity Criteria 510 crterions Confirm Criterion Result

Barriers to Education and Employment

preliminary Elgibilicy e : Conditionally Eligible -
Vicim of wrman Trfficking

with the applicant

Tha applcant s 3 parsntguAmIan.

‘The applicant requires additional education *
Oves

The i or has experi inary verification with — Select an (
o
The applicant is basic skills deficient *

‘ Conditionally Eligible

o Not Eligible

Form(s)

| e B

Form 1-02 Records Release Autharization

v Observations of Readiness

me back to a school setling now?

. Tell me about what you would do 1o gain respect as a new student on center.



Admissions Staff
Reviewing the completed eligibility status in MyJobCorps Gateway for Criteria 1-10

* If Admissions staff indicate Conditionally Eligible for at least one criteria, the overall eligibility status will
display as “Conditionally Eligible” on the Eligibility page. The Admissions Representative should enter a
case note that clearly defines the criteria that were marked as conditionally eligible.

* Admissions staff will proceed to submitting the case for Quality Assurance (QA) review by their OA Manager.

* When the OA Manager assigns the case to center, they must send an email to the Center Records
Manager indicating that an expedited case has been submitted and routed to their queue.

Bl Gertrude Hofstra, #100010042

amissions [ELIGEN Training & Center Selection  Documer

Eligibility Overall Status

Conditionally Eligible

# Criterion Determinat tion

0 Readmissions

I 1 Residency Status Conditicnally Eligible I

Confirmed Eligible

Conditionally Eligible I

confirmed Eligible

Confirmed Eligible

"yob Corps
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Admissions Staff

Confirming eligibility after a student has arrived on center

* Admissions staff should continue to work with applicants to collect and review/approve any missing

documentation for these criteria within 90 days of the applicant’s arrival date; updating the eligibility

status for each ‘conditionally eligible’ criteria in Gateway.

If...

All documents are
received and
confirmed eligible

Then...

Update the applicant’s final eligibility in
Gateway from “Conditionally Eligible” to
“Eligible” and provide the updated
documents. Using the provided template,
notify the Center Records Manager of this
change so they can take next stepsin CIS.

All documents are
received and
confirmed NOT
eligible

Update the applicant’s final eligibility
determination from “Conditionally Eligible” to
“Not Eligible.” Using the provided template,
notify the Center Records Manager of this
change so they can take next stepsin CIS.

All documents were
NOT received during
the 90-day period

Update the applicant’s final eligibility
determination from “Conditionally Eligible” to
“Not Eligible.” Using the provided template,
notify the Center Records Manager of this
change so they can take next stepsin CIS.
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Subject: Eligibility D iination for i Full ] - Expedil
Subject: Eligibility Determination for icant's Full Name] -
Subject: Ineligibili ination for icant's Full Name] -

[Date]
To: Center Records Manager

Job Corps Center: [Job Corps Center Name]
Attention: [Recipient’s Name or Department]

Dear Center Records Managsr,

| am writing to inform you that the eligibility determination for the applicant listed below
has been updated to bs *Ineligible” following the expeditsd enrollment process. We were

unable to collect the necessary supporting documentation to verify eligibility within the 90-

day periad.
Applicant Details:
+  Full Name: [Applicant's Full Name]

+  Student ID: [Student D]
+  Eligibility Determination: Ineligible

Attached to this email are records of our attempts to gather the necessary decumentation.

Please upload these documents to the applicant’s E-Folder as official documentation
supporting the eligibility determination and initiate the separation process to unenroll the
applicant from Job Corps.

Should you have any questions or require further information, please do not hesitate to
contact me.

Thank you for your attention to this matter.
Sincerely,

[Your Full Nams]

[Your Position]

[¥our Contact Information]
[¥our Job Corps Email Address]
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