RIA File Checklist

TABS

CASE NOTES (Left Top)

 FORMCHECKBOX 

Maintain monthly case notes 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


Print-out eJAS case notes at least every two months



Non-PA clients need all hand-written notes



Print-out emessages to DSHS if not already in eJAS case notes


Case notes required:
 FORMCHECKBOX 

Employment Plan creation and assessment

 FORMCHECKBOX 

Referral to ESL or Skills Training

 FORMCHECKBOX 

Job Search activities (including referrals to employers)

 FORMCHECKBOX 

Excused and Unexcused Absences

 FORMCHECKBOX 

Initial Job Placement

 FORMCHECKBOX 

Job Retention Activities

 FORMCHECKBOX 

30-Day Job Retention completion

 FORMCHECKBOX 

Attempt to verify 30-day Job Retention

 FORMCHECKBOX 

90-Day Job Retention completion

 FORMCHECKBOX 

Attempt to verify 90-day Job Retention

 FORMCHECKBOX 

WEX/CS Start Date Note

 FORMCHECKBOX 

WEX/CS Monthly Participation Not

 FORMCHECKBOX 

Reason for closing file
EMPLOYMENT PLAN (Left Bottom)

 FORMCHECKBOX 

Completed Employment Plan (signed by client and staff)

 FORMCHECKBOX 

Copy of I-94 or Green Card (unless a citizen)

 FORMCHECKBOX 

Copy of Social Security Card

 FORMCHECKBOX 

Copy of completed CASAS test or print-out from school with level

 FORMCHECKBOX 

Signed Release of Information
WEX/COMMUNITY SERVICE (Right 2nd from Bottom)
 FORMCHECKBOX 

Signed WEX Agreement

 FORMCHECKBOX 

Signed WEX Referral

 FORMCHECKBOX 

Bi-Weekly completed timesheets

 FORMCHECKBOX 

Supervisor Evaluations

 FORMCHECKBOX 

New WEX Agreement & Referral form if changed from WEX to CS
JOB SEARCH (Right Top)
 FORMCHECKBOX 

Résumé

 FORMCHECKBOX 

Weekly job search logs (for all weeks in job search)

 FORMCHECKBOX 

Job placement information (completed job placement form)


Copies of any completed job search workshop materials (optional)

JOB RETENTION (Right 2nd from Top)
 FORMCHECKBOX 

Completed 30-day employment verification form

 FORMCHECKBOX 

Completed 90-day employment verification form

SOCIAL SERVICES (Right Bottom)
 FORMCHECKBOX 

Copy of I-94 or Green Card to prove refugee status


Handwritten social service case notes documenting services provided


 FORMCHECKBOX 

Document initial assessment (noting barriers and needs)

 FORMCHECKBOX 

Document contacts and referrals made (appointment with third party provider or assistance with written, on-line, or telephone application)


 FORMCHECKBOX 

Document enhanced services (interpretation, going to appt., etc…)

 FORMCHECKBOX 

Completed Social Service Intake & Assessment Form



Must document need for each service provided, or need new Intake

 FORMCHECKBOX 

Completed Referral and Enhanced Referral Forms

Form must be signed by client, third party, or must have documents to verify referral or enhanced referral

 FORMCHECKBOX 

Signed Release of Information
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