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Contact Information 
Please direct questions about the contents of this report to: 

 
National Able Network  
ATTN: Barbara Rykaczewski 
567 W. Lake Street 
Suite 1150 
Chicago, IL 60661 
brykaczewski@nationalable.org 

 
Richard Sewell 

   4555 Central Avenue, Suite 1300 
   Columbus, IN 47202 
   rsewell@nationalable.org 
 

 

 

   

mailto:brykaczewski@nationalable.org
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Summary  

During the period of March 23-24, 2015, a program monitoring review was conducted by 
National Able Network, Inc. (NAN) staff.   This review was conducted at the Greensburg, 
Columbus, Seymour, and North Vernon offices.  The monitoring focused on the contents of 
client files and file construction.  River Valley Resources (RVR) staff were occasionally asked 
about the specific files.  NAN staff utilized the monitoring tool below to review the client files.  
Please double-click the image below to open the document. 

 

 
The monitoring included a review of the following major areas: 

• Program eligibility 
• Services received 
• Job placement information 
• Exit information 
• Training information 
• Nepotism certificates 
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The objective of any monitoring event is to ensure compliance with good practices, regulations, 
and agreed guidelines.  Underlying this objective, as well as guidelines and regulations, is the 
motivation to provide excellent and efficient service to those being served.   A secondary 
objective, as important as the first, is for NAN staff to get a sense of the condition of the files 
maintained by RVR and any internal policies and procedures that are in place.   

 

This monitoring visit is a continuation of last year’s event – NAN has now monitored files at all 
locations operated by RVR.  Thus, as was the case last year, in lieu of the usual “findings” and 
“recommendations” included in a typical monitoring event final report, this report will outline 
questions NAN staff had while reviewing the files, both specifically about client files as well as 
generally about the program overall. 

 

Overall, the results of this year’s monitoring event are similar to those of last year.  The 
monitoring brought to light inconsistencies in the files among the offices monitored, and even 
within the offices themselves.  Some general program observations include: 

 

• No consistency with organization, forms, content of files, etc. – There are no consistent 
forms used in all the files across the offices, or even within the same office.  The files are 
not organized in a uniform manner, making it difficult to locate items.  In addition, there are 
often duplicate applications in client files with conflicting dates or information, bringing into 
question which document contains accurate information.  
 

• Unclear program, title, and status delineation - it is difficult to know which title the client is 
(A or D), or if they participate in the regular WIA program, or Work Indiana, or their exit 
status; it is not clearly noted on the client’s file.  The information would have to be inferred 
by the monitor from the contents of the client file.  This method is not guaranteed because 
it appears as the necessary enrollment paperwork is often not included in the file.  When 
asked, the client’s case manager was usually able to provide this information, but it was not 
obvious looking at the file itself.  It not recommended that monitors depend on staff 
knowledge of a client to be able to complete the file monitoring. 

 

 
 
 

General recommendations to address the findings can be found later in this report. 
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Specific Findings 

A small sample of files were reviewed at the Greensburg, Columbus, Seymour, and North 
Vernon offices.  Below are some specific examples of what was found in file.  These give a 
general sense of the condition of the files at each location. 

 

Greensburg office: 

General Observations: 

• Files are not consistently organized, or in the same type folders  
• Some have Title delineated, others do not 
• Nice use of plastic sticky tabs to separate things in file  

 
Donald Caudell: 

• Not indicated on the file folder if he is an A or D, nor active or inactive 
• On family income statement, says that he is a family of 3, then there are 2 people’s 

names whited out and on the TrackOne app, it says he is a family of 1 
• On the self-appraisal, there is white-out around the documenting of family size as well. 
• Dislocated Worker Unlikely to Return Status Verification form not completed – case 

manager signed it, though  
 

Stephan Hannum: 
• White-out on the family income statement 
• Supposed to have started and completed ITA in May 2014, but there is no credential in 

the file 
• Not sure if client is active or exited 
• Duplicative documentation in the client file (2 or3 copies of the same doc in client file) 
• Has physical information in the file – HIPPAA violation 

 
JayDee Bartels: 

• Cannot tell if file is active or exited, or an A or D 
• No birth certificate 
• I9 not filled out correctly 
• Academic Career Plan not signed by client or case manager, nor have goals been 

established 
 
Megan Siedling: 

• Not sure if client is active  or exited 
• Re: ITA – looks like client is still in exploration stage and hasn’t received funds yet 
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John A Saylor: 
• Not indicated on folder if A or D, active or inactive (new enrollment) 
• No birth certificate and the I-9 is not completed  

o Work Authorization eligibility   
• Application says family of 1, Income statement and self-appraisal says he is a family of 3. 

 
Jeffery Ross:  

• Folder does not indicate if active or inactive 
• No birth certificate, but there is a completed I9. 
• ISS ACP has TABE Test scores crossed out. 
• Program application date and Family income statement have white out on it. 

 

Columbus Office: 
 
General Observations: 

• Files have s helpful sticker on them with the exit date and quarters, as well as a place to 
write the purge date 

• File also labeled with client name, last 4 of SSN, enrollment date, and Title  
• Good use of tabs to separate sections of files   
• No rhyme or reason as to organization of files 

 
 
Jessica Pate:   

• White-out on family income statement 
• App says the client is working, but the family income statement says she has no income 

(looks like she just started the job within days of app) 
 
Kimberly Hollinger: 

• No birth certificate or I9 (and “citizenship documented by” is blank on app) 
• She was laid off but her D status is that she doesn’t qualify for UI.  Why? 
• Number in family on application and on family income sheet don’t match (4 vs 2) 
• Only last page of ACP with signatures – nothing else 

 
Kevin Fiesbeck: 

• Has dislocated info in the app, but also has “not eligible for D” in app 
• Not low income but he is an A – has a Work Indiana referral form, so I assume he is 

Work Indiana – not written on the file anywhere 
 
Daniel Monroe: 

• Tabs are used sparingly for the large amounts of documentation in this folder and it is 
hard to find documents.    

• Folder label says enrolled in WIA DW, does not mention TAA funded his CDL training.   
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o Can client be co-enrolled in WIA and TAA? 
• Client was Dislocated Worker from Hostess plant closing, the Dislocated Worker portion 

of the application was not completed.   
 
Matthew Sessions: 

• There was a summary of Gas Card Vouchers in the front.    
 
Sonsiarae Cathey:   

• Client is working and as of 9/10/14 was still waiting for Credential from Ivy Tech.   
o Did she get her Certificate yet? 

 
 
 

 

 

Seymour: 

General Observations: 

• Two manila folders made into a classification folder with really good section checklists.   
• File tab also typed with name, last 4 of soc, Title, and enrollment and exit dates.   
• Use of plastic tabs as well. 

 

Tara Hargis: 
 

• Family income statement says she is receiving UI but it’s not on the app and she’s an A – 
no D info listed at all – also shows she is receiving UI on the self-assessment. 

o according to case manager, she doesn’t qualify because she will be returning to 
job – seasonal lay-off 

• No phone number on application 
o according to case manager, there is a cell phone listed in Track One, just not a 

home number and that’s why that showed up like that on application  
 

Joey Howard: 
• Says on application and on family income statement that it is a family of 4, but there are 

only 2 people’s names listed on the family applicant statement 
 

Shawna Harris: 
• No enrollment in Job-to-Job paperwork found in the folder other than Job-to-Job 

checklist 
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Benny Barger: 
• No line for number of children in household on Family Income Statement, only listed as 

total in household.   
 
Judith Withers Conrad 

• Dislocated Worker section of Application is not completed however there is dislocated 
worker paperwork completed in the file. 

 

 

North Vernon: 

General Observations: 
• Stickers on the front of the files with names, last 4 of SS#, enrollment date, and exit 

date.   
• Some have whole SSN, as well as address, email address, and phone number.   
• Do not have Title on them.   
• Participation date, application date, and certification date almost always the same  

 

John Grimes 
• Whiteout and scratch outs on family income statement 

 
 
Jairyd Smith: 

• Blank signature pages for application and a few other documents, then a signed page as 
well 

• No copies of actual supportive services/incentives (checks) given to client in the file 
 

Melissa Ellerbrook: 
• Listed on application as “other family member” but looks like she is a parent in a 2-

parent household by looking at her Family Income Statement 
• Family income statement says she is receiving UI but not in Track One application at all 

 

Jean Hancock: 
• Receiving UI but no unemployment information  - certified as an A.   

 
Sierra Nobbe  

• JAG In School 
• No social security card – just receipt from SSA 

o Technically the case manager should have gotten the Social Security card after 
the client received it.   
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• Three dates on Application have been over written to change date from 9/12/12 to 
2/13/13.   

o Concerned that participation and Application dates were too far apart and the 
Date Signed were altered to place her in the program. 

• White out was used on Income Calculation Worksheet for Parent/Spouse Employer 
Wage and 6 Month Income amounts.   Students Signed Date has white out and not date.   

 
 
Cody Bishop  

• Tabs are dark blue and hard to read the black ink lettering.   
• Index label states Adult, does not say the program he is in 
• Income Statement has corrected income amount in black ink and the total has a 

different blue color ink.  
 
Curtis Burton II:  

• File label states Adult, but should say WIA DW since it funded his Paramedic training 
• Family Size listed at 5, but there are only 3 adults and no children listed. 

 
Bryan Sullivan: 

• Application and Family Income Statement lists 1 family member, Self-Appraisal lists 3, 
including self, girlfriend, and her child.   

 
John T Baker: 

• WorkIN 
• County was corrected on application 

 
Deeamonty Higgins: 

• On the I-9 form, the Social Security number is on the wrong line and Birth Date is 
missing. 

 
Lorelei Rupert: 

• Date on ITA/Voucher has wrong year on one of the dates.  From 1/12/2015 to 
05/09/2014. 
 

William J Vaughn:  
• WorkIN funding not indicated on file anywhere   
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Recommendations 

• It is the strong recommendation of National Able Network that RVR adopt the file 
organization method of the Seymour office.  They utilize two manila folders joined together 
to create a three-section classification folder.  The office also uses thorough section 
checklists.   The file tabs are typed with name, last 4 of SSN, Title, and enrollment and exit 
dates.  Recommendation: add program information to index label to indicate Job to Job, 
Work Indiana, Wagner-Peyser, etc.  Their use of plastic tabs to further demarcate 
paperwork within the file is recommended as well. 

 

• A formal, agency-wide Quality Control 
policy should be created and implemented.  This should include an internal monitoring 
process and schedule, approved forms, and monitoring tools.  Official forms should be 
identified, mandated across all sites, and electronically stored in a central location where 
everyone has access.  These forms should include a file checklist and file organization tool 
based on the monitoring tools that DWD and NAN use to review files.  The staff should be 
trained on the new process, use of the forms, and the required documentation in the file.    
After the training, staff should be given three months to review active files and work to 
ensure they comply with the file checklist and new file organization.  At the end of the 
review period, another monitoring event should be carried out by NAN staff. 

 

• The aforementioned Quality Control policy should include NAN performing a Quarterly 
Monitoring on a smaller scale, combining trips with other meetings. This will promote more 
regular attention to files and more frequent checks.  It is recommended that the majority of 
the files reviewed at this time are those of new enrollees in order to identify and address 
improper practices early-on. 

  



N A N  M O N I T O R I N G  R E P O R T  

BAR Page 12 of 12 June 2015 
 

 

• All offices should review the policy for Nepotism Certifications.  The monitors had concerns 
with the certifications at all but one of the offices monitored. 

 

• Client email addresses should be gathered at time of intake.  In addition, to assist with post-
exit follow-ups which impact the Retention Rate performance measure, at time of exit, the 
email address and current phone numbers should be confirmed with the client. 
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