ORIA BFET File Organizer

(Priority of paper work is top to bottom of stack)
LEFT Side of File
CASE NOTES (Not required to keep in file; everything below related for e-JAS notes)
 FORMCHECKBOX 

Maintain monthly case notes in e-JAS for all clients while active



More frequent notes if situation warrants

Document all communication with client, DSHS, employers, etc…



When client is on hold, place note and reason


Case notes required:
-
Employment Plan creation and assessment

-
Referral to ESL or Skills Training

-
Job Search activities (including referrals to employers)

-
Excused and Unexcused Absences

-
Initial Job Placement

-
Job Retention Activities

-
90-Day Job Retention completion

-
Attempt to verify 90-day Job Retention

-
Reason for closing case
EMPLOYMENT PLAN (IEP) (Second from the bottom)
 FORMCHECKBOX 

Completed Employment Plan (signed by client and staff), including 3rd page with Declaration
 FORMCHECKBOX 

Copy of I-94 or I-766 Employment Authorization or Green Card (unless a citizen) (both sides)
 FORMCHECKBOX 

Copy of ID (both sides), if have copy of old kind of I-94 with no photo
 FORMCHECKBOX 

Printed out Demographic Screens (Optional)
ROI (Bottom)
 FORMCHECKBOX 

Signed Consent form in native/preferred language 
 FORMCHECKBOX 

Signed Release of Information (for 36 months)
RIGHT Side of File
JOB SEARCH (Top)
 FORMCHECKBOX 

Completed and signed by client weekly job search log (s) ( minimum 3 contacts per week)

 FORMCHECKBOX 

Résumé

EMPLOYMENT (Second from top)
 FORMCHECKBOX 

Completed 90-day employment verification form

 FORMCHECKBOX 

Completed Initial (IN) employment verification form

SUPPORT SERVICES (Bottom)
 FORMCHECKBOX 

Copy of every paper related to Support Service
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