Applicant File Review Process Overview
Step 1 - Admissions Counselor (AC) places applicant file into “pending center review” status. 
Records staff enter applicants that are in “pending center review” status into the applicant file review tracking log.  
Step 2 - Records notifies Applicant File Review Coordinator (e.g., Health and Wellness Manager) (HWM) that applicant files are ready for review.
Records notifies the HWM that applicant files are ready for review in the Health and Disability E-Folders.  
Step 3 - HWM completes initial review of applicant file.
The HWM completes a review of the “Job Corps Health Questionnaire” (ETA 653) and the medically-related documentation to determine:
· The health care needs of the applicant and whether JC can meet those needs, and
· If the applicant presents a direct threat to self or others. 
Step 4 - Identifying the File Review Team (FRT).
The HWM determines who else may need to review the protected information based upon the determination of “need to know.”  This is your File Review Team (FRT)! Members of the FRT conduct clinical interviews with the applicant.
Step 5 - Determining Health Care Needs and Direct Threat 
The members of the FRT also determine if a  health care needs or a direct threat assessment is necessary or if there is a need to revisit the eligibility factors.
 
If there is no health-care needs or a direct-threat assessment necessary, schedule the applicant for enrollment.
Step 6 -  Reasonable Accommodation within the Assessment Process. 
When completing the DTA or HCNA for an applicant with a disability, the reasonable accommodation committee (RAC) lead by the Disability Coordinator (DC) must convene to consider reasonable accommodation (RA).
Step 7 - Center clinician considers accommodations agreed upon with applicant. 
Then the licensed clinical professional completing the assessment considers whether or not accommodations would sufficiently reduce/remove the barriers to enrollment.
Step 8 - Center clinician makes a recommendation to enroll or recommend denial of enrollment. 
The licensed clinical professional makes a final decision based upon the findings of the assessment.
Step 9 - Submit applicant file recommended for denial to the Regional Office for review. 
The center uploads all the acquired documentation, clinical notes, reasonable accommodation committee (RAC) notes, and the assessment (e.g., Health Care Needs OR Direct Threat) to the applicant's respective E-Folder containers.  The Health and Wellness Manager selects the “Flag for Regional Review” within the Wellness Container in CIS.  Then the Records Manager “places” the file into Regional Review status within the “OASIS Pending Arrivals” screen in the Enrollment module in CIS and selects the type of recommendation of denial (Health Care Needs or Direct Threat).

PRH AFR Policy Resources:
Chapter 1: 1.5 Center AFR Process

Forms and Appendices:
Chapter 1: Form 1-07, Form 1-08
Chapter 2: Form 2-03, Form 2-04, Form 2-05; Appendix 201, Appendix 202


Applicant File Review (AFR) Snapshot
Familiarizing Yourself with Applicant File Review
Applicant file review is a complex process that requires 1) familiarity with Job Corps policy and 2) practice in using the process to develop a solid understanding of all the various requirements.  
The center’s Health and Wellness Manager (HWM) is the Applicant File Review Coordinator for the center and is the individual responsible for managing the center’s applicant file review process.  
The Records Manager is the Gatekeeper of the Applicant File and is responsible for maintaining the applicant file review tracking log, monitoring file review timelines, and requesting time extensions from the Regional Office. 
Contact your Regional Disability Coordinator for assistance with the AFR process!
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AFR Process Completion Highlights
Health Care Needs Assessment (HCNA) (NOTE:  Using the HCNA as an example as that is the most commonly used assessment)
1. Center clinician must speak with the applicant to complete the clinical interview if the applicant can be reached at the available contact numbers, even if a minor applicant.  The parent may supplement the minor applicant’s responses but not answer in lieu of the applicant attempting to answer.
2. Must answer each question on the assessment and may not respond by saying, “see CCMP or see 653,” etc.
3. Item #1 – What factors triggered review…
· Completed by the center clinician
4. Item #2 – What is the applicant’s history and present functioning?
· Completed by the center clinician
· The question, “Does provider recommend applicant to enter Job Corps?” is referring to the outsider provider that completed a Chronic Care Management Plan (CCMP).  If there is no CCMP, then the “yes” and “no” response boxes would be left blank and the center clinician would write on the line, “No CCMP provided.”  
[image: ]
5. Item #3 – What are the functional limitations?
· Completed by the center clinician
6. Item #4 – What are the health-care management needs?
· Completed by the center clinician
7. Item #5 – Reasonable Accommodation Consideration 
· Completed by the DC (and the center clinician may participate as a member of the RAC); the DC must lead the reasonable accommodation committee (RAC)
Form 2-05
Health Care 
Needs Assessment
Who Completes the Health Care Needs Assessment (HCNA)?

Medically-related Conditions:
· Center Physician 
· Nurse Practitioner
· Physician Assistant

Mental Health-related Conditions:
· Center Mental Health Consultant

Oral Health-related Conditions:
· Center Dentist

Substance Use-related Conditions:
· TEAP Specialist 
· Center Mental Health Consultant

NOTE:  If the HWM completes the assessment, it should be counter-signed by the center clinician of the respective area of specialty. 
[image: File:Doctor Pointing GIF Animation Loop.gif]
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Completion of the Check Boxes in Item #5 (Reasonable Accommodation) of the HCNA
Checking “yes” means that the applicant was offered the specific accommodation and accepted it. 
[image: ]

Checking “no” means that the applicant was offered the specific accommodation and rejected it.
[image: ]

Leaving the box blank means the accommodation was not offered and/or discussed because it was not appropriate or necessary.
[image: ]
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Accommodations must be considered within the assessment process (i.e., HCNA) if the applicant is a person with a disability.  See Appendix 605 for guidance on determining disability.


The RAC must consider accommodations for the following functional limitations/behaviors:
· The functional limitations/behaviors checked in item #3 of the HCNA.
· Any functional limitations (i.e., symptoms, behaviors, or triggers) identified or any accommodations suggested by an outside treating provider on the Chronic Care Management Plan (CCMP) (typically related to crowded or noisy environments, needing breaks, etc.).
· Any accommodations requested by the applicant that are directly relevant to the areas that are barriers to enrollment.  For example, the applicant requested a private room because of sleep hygiene challenges or social anxiety challenges, etc.  
You do NOT need to document testing accommodations or other academically related types of accommodations within the assessment process – only need to do so when the applicant is being accepted and enrolling in the program.
The Disability Coordinator (DC) must lead the accommodations discussion and complete item #5 of the HCNA – not the center clinician who is completing the rest of the assessment (i.e., CMHC, center physician, etc.).

The applicant MUST be a participant of the RAC.  The center cannot make decisions about accommodations without the applicant nor can a parent make the decisions for the applicant.
Accommodation within the Assessment Process (item #5 of the HCNA)
8. Item #6 – Based upon your review of the applicant’s health care needs above, does the applicant have health care needs beyond what the JC health & wellness program can…
· Completed by the center clinician
· If an applicant with a disability, the center clinician reviews the accommodations identified by the RAC in item #5 of the HCNA and determines whether or not those supports would reduce the barriers sufficiently enough to allow the applicant to enroll in the Job Corps program.
· If not, the center clinician proceeds with the recommendation of denial and the center submits it to the Regional Office for review.
· If so, the center clinician stops the assessment and documents the decision to enroll the applicant.
9. Item #7 – If recommending a different center, document efforts to…
· Completed by the HWM and/or the center clinician 
10. The center clinician must sign the assessment.  If the HWM fills out the assessment, the center clinician needs to counter sign it.


AFR Process Completion Highlights (cont.)


 Communication within the Assessment Process
Communication-related accommodations are a separate requirement from providing general accommodations.

It is important to be sure that applicants who may need communication accommodations to participate in the applicant file review process receive them. This may include individuals who have spectrum disorders (ASD), intellectual disabilities, severe anxiety-related conditions, processing (auditory or otherwise), sensory impairments such as hearing, seeing, etc. 
Communication accommodations are a separate consideration from general accommodations that an individual may need because the process is viewed, according to EEOC guidelines, as essentially meaningless if the individual cannot understand or readily participate due to communication barriers. The provisions of any communication accommodations must be documented in the applicant’s paperwork.  
If there are clearly documented communication-related issues/concerns: 

The Applicant File Review Team (FRT) (and the Reasonable Accommodation Committee (RAC)) must provide communication-related accommodations during the clinical (and or interactive reasonable accommodation process) interviews and document in the clinical assessment.
If there is a spectrum disorder or other diagnosis where there may be communication-related needs but nothing overtly noted as an issue in the documentation/no apparent issues related to communication noted during the interviews:
In the clinical assessment, document your observations and assessment of the applicant's ability to understand the questions being asked, the information provided, and his or her ability to respond to the questions asked.  Certify your assessment of the applicant’s understanding by documenting your observations specific to communication and signing below those observations.  For example:
Communication-related Accommodation Examples
· Repeat statements
· Give extra processing time to both absorb information and respond to questions
· Slow your rate of speech
· Simplify language or rephrase statement or question
· Use picture-related supports
· Provide handouts of questions and/or necessary information and ensure written in simplified language and/or using picture-related supports
· Allow written communication such as e-mails, texts, or written responses if in person, etc.
· Ask the applicant to repeat back information received to confirm understanding
· Provide more specialized accommodations, as needed, such as a sign-language interpreter or a foreign language interpreter (e.g., Spanish speaking, Vietnamese, etc.) for a person with a disability who is ELL.
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Communication Needs of the Applicant – 
"Applicant did not exhibit any noticeable difficulties in comprehension or social communication during the interview. He/she was able to engage in a reciprocal conversation and answer questions."
-Center Clinician Signature-
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