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A. Policy   

In order to ensure successful employment-related outcomes for WIOA program participants, it is 
CWP’s policy that all WIOA participants’ barriers to employment be identified during the intake 
process, addressed to the extent possible, documented and recorded in CTHires.  Any time during 
the continuum of service a participant discloses that he/she has or had a barrier to employment that 
existed at the time of WIOA enrollment, the barrier is to be documented and recorded in CTHires by 
the supervisor.  
 

B. Procedures: 
To maintain performance, accountability and the continuity of service, it is necessary that WIOA 
program staff document and record barriers in CTHires according to the following procedures.  
 
1. During WIOA intake process: 

a. WIOA program staff identifies all barriers to employment. 
b. If known, the barrier’s initial date of onset is noted. 
c. Staff requests that the participant submits documentation to verify the barrier(s) and the 

date of onset, if possible (see Section C. Documentation below). 
d. Once the documentation is submitted, WIOA-program staff records the barrier and uploads 

the scanned documentation into CTHires. 
e. The WIOA application is not held up for documentation of barriers beyond that which is 

needed to determine eligibility.  However, staff continues to pursue documentation on any 
additional barriers to record and upload it into CTHires. 

f. Staff determines if the participant is co-enrolled in the Wagner-Peyser (WP) program with a 
WP application date that is prior to WIOA enrollment.  If the participant is an active WP 
participant and has a documented barrier that existed at the time of the WP application but 
was not recorded and documented in CTHires, the WIOA staff supervisor follows local 
procedures to inform the WP staff to add the barrier to the WP application in CTHires. 

 
2. During on-going case management: 

a. After enrollment, if during subsequent communications, the WIOA participant reveals to the 
WIOA staff that he/she has a barrier to employment that existed at the time of WIOA intake, 
WIOA staff pursues documentation of the barrier (see Section C. Documentation below) 
including verification of the date of onset.   

b. Once the documentation is acquired, the WIOA staff’s supervisor records the barrier as an 
enrollment element in CTHires and uploads the documentation.   

c. Staff determines if the participant is co-enrolled in the Wagner-Peyser (WP) program with a 
WP application date that is prior to WIOA intake.  If the participant is an active WP 
participant and has a documented barrier that existed at the time of the WP application but 
was not recorded and documented in CTHires, the WIOA staff supervisor follows local 
procedures to inform the WP staff to add the barrier to the WP application in CTHires. 

d. WIOA staff proceeds with addressing the barrier to the extent possible. 
 
C. Documentation 

All barriers to employments that are recorded in CTHires must be supported with documentation 
that is uploaded to CTHires.  Examples of documentation of barriers include government assistance 
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records, state judicial records of offender status and self-attestation from the participant on the 
CWP self-attestation form.  Whenever necessary, the WIOA staff are to assist participants to acquire 
documentation of a barrier such as researching online public records such as judicial department 
records and providing the participant with the self-attestation form when there is no other way to 
acquire the documentation. 

 


