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Goal: Certified Youth Placed into Certified Businesses 

 
 

 

Agenda Topics 

 

• Contracts 

• Businesses 

• Certification Process (Youth and Businesses) 

• OSOS Data Entry 

• National Work Readiness Credential  
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 December 2011,  

Governor Cuomo signed 

legislation to combat 

high unemployment among 

inner-city youth 

NY Youth Works – Help for 

Unemployed Youth 
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 Participating youth must be: 

◦ Between ages of 16 and 24 

◦ Low income or at-risk 

◦ Unemployed 

◦ Living in a targeted area  

 Certified youth must start employment between 

January 1, 2012 and December 31, 2012 
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 Town of Hempstead 

 New York City  

 Buffalo  

 Rochester 

 Mount Vernon 

 Yonkers 

 Town of Brookhaven 

 New Rochelle  

 Schenectady 

 Albany  

 Syracuse 

 Utica 

Youth must reside in one of these areas: 
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 Member of family receiving Temporary Assistance 

for Needy Families (TANF) 

 Member of family receiving  SNAP benefits (food 

stamps) 

 Member of family receiving Supplemental Social 

Security Income (SSI) benefits 

Youth are considered low income or at 

risk if they meet one of the following 

criteria: 
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 Receives free or reduced-cost school lunch 

 Referred by a state-approved rehabilitation agency 

or employment network under Ticket to Work 

Program 

 Served time in jail or prison – or on probation or 

parole 

Youth are considered low income or at risk if 

they meet one of the following criteria 

(continued): 
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Pregnant or a parent 

Homeless 

Veteran 

Youth are considered low income or at 

risk if they meet one of the following 

criteria (continued): 
 

 

 

 

7 



 Currently in or will soon be leaving Foster Care or 

the custody of the NYS Office of Children and Family 

Services 

 18 years of age or older without a High School 

Diploma or GED 

 Daughter or son of parent currently in jail or prison, 

or has been within past two years 

Low income or at risk criteria 

(continued): 
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 Daughter or son of parent who is collecting 

Unemployment Insurance 

 Lives in public housing or receives housing assistance, 

such as Section 8 voucher 

 Receives public assistance not listed above (reviewed 

on case-by-case basis) 

Low income or at risk criteria 

(continued): 
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 Other relevant factors determined by the Executive 

Note – Youth at least 16 years of age but not 18 years 

old must be in-school,  attending a secondary school, 

or attending GED classes,  AND must have the 

permission of their parent or guardian to participate. 

Low income or at risk criteria 

(continued): 
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 Youth must file an application with 

the NYS Department of Labor. 

◦ Apply and submit the application online, or 

print it out and mail  or fax it. Go to 

www.youthworks.ny.gov 

◦ Anyone under 18 years old (minors) must 

have working papers before beginning work 

Getting Started 
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 Youth must file an application with the NYS 

Department of Labor (continued). 

◦ Photo ID is necessary.   

◦ A non-driver ID card is available from the NYS 

Department of Motor Vehicles.  It will be expedited and  

free of charge for youth in this program who are working 

with a NY Youth Works provider.  For more information on 

non-driver IDs,  call NYSDMV at (518) 474-9981 or visit 

their website:  www.dmv.ny.gov 

Getting Started 
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 Youth may receive training from a NYS Youth 

Works training provider and receive up to $900 

(maximum) in stipends to cover costs such as 

daycare, clothing, transportation, etc. 

 

◦ Those in work readiness/occupational skill 

training may receive up to $600 while training 

and searching for a job. 

Stipends for Youth 
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 Youth may receive training from a NYS Youth 

Works training provider and receive up to $900 

(maximum) in stipends to cover costs such as 

daycare, clothing, transportation, etc. 

◦ Those placed in a job may receive up to $300 to help 

with the transition to employment. 

◦ These benefits are only available through authorized 

NY Youth Works training and placement providers. 

Stipends for Youth 
(continued) 
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Reminder: 

Only Certified Youth Qualify 

for the New York Youth 

Works Program 
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Work Opportunity Tax 

Credit Unit 

Youth Certification Process 
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Youth Certification Procedure 
The PREFERRED method of submitting Youth application 

New York State Department of Labor website at:  

www.labor.ny.gov 

 

 Click on the link for Governor Cuomo’s New York Youth 

Works Program. 

 

 Then click on “Youth can certify for New York Youth Works 

here” and complete the online application. 

 
 Applications will be processed within 7 business days. 
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New York 

Youth Works 

Youth 

Application 

Page 1 
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New York 

Youth Works 

Youth 

Application 

Page 2 

19 



Youth Certification Procedure 
Alternate methods of submitting the Youth application are: 

 

 Download the application, fill it out, and mail it to the 

following address:   

   New York State Department of Labor 

State Office Building Campus 

Building #12, Room 200 

Albany, NY 12240 

 

OR 

 Fax both pages of the application to: (518) 485-1359 
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Youth Certification Procedure 

 Youth must be 16-24 years old, not working, live in a 
designated area AND have at least ONE risk factor as 
defined in the guidelines for the program 

 

 All applications are first checked for any verifiable risk 
factor (i.e., SNAP, TANF, SSI) 

 

 Every attempt is made to contact youth who do not 
check off a risk factor to obtain additional information 
that may certify them 
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One Stop Operating 

System (OSOS) 
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NY Youth Works Certified 

activity MUST be entered on 

a customer record before 

providing services 



Enrollment Date: Date when 

your provider entity first 

started providing services 

to certified youth 

(same for both NYYW tabs) 
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Contracts 
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Contract Development 

And 

Voucher Reimbursement 
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Contract 
documents         
meet approval of 
Contract 
Development staff 

 

 

Finance 
Bureau 
further 
reviews and 
Department 
approves 

 

 

Approved  
contract 
documents   
e-mailed to  
contractor 
for signature 

 

 

 

DOL receives 
signed 
contract 
package from 
Contractor 

 

 

 

 

Fully executed 
contracts mailed to 
the contractor, 
together with  
Reimbursement 
Request Forms 

Contract Development Process: 
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Voucher Reimbursement 

 New York Youth Works Reimbursement Request 

Form and Instructions 

 Weekly Training Attendance Record 

 Training Completion Attestation Form 

Reimbursement request forms are to be 

completed and submitted to the Department on 

a monthly basis.   

 

The following forms will be included in your 

executed contract package: 
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Completed Training Costs:   List each participant for whom an Occupational or Work Readiness Training 

milestone payment reimbursement is being requested and also provide:  the participant’s social security number, 

the training start and completion dates of the work readiness and/or occupational skills training that was provided 

and the total milestone payment being requested.  Attach a Training Completion Attestation form for each 

participant for whom a milestone payment is being requested in this period.  Carry the total payments fro this page 

forward to the NYYW Summary and place in I.  Work Readiness – Occupational Training – Costs this Period. 
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NWRC Credential Attainment: List each participant for whom attainment of the National Work 

Readiness Credential is being requested for reimbursement and also provide:  the participant’s social 

security number, the date of NWRC attainment and the amount of the milestone payment being 

requested.  Provide a copy of the NWRC awarded to each youth listed on the payment request page.  

Carry the total payments for this page to the NYYW Summary and place is in II.  National Work 

Readiness Credential – Costs this Period 
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Job Placement Milestone:  List each participant for whom a Job Placement Milestone Payment is being requested 

and also:  the participant’s social security number, the hire date of the participant and the milestone amount being 

requested in the appropriate column – either pre or post 7/1/12.  Also provide a copy of the first pay stub from the 

employer for the participant as documentation of the hire.  Carry the total payments for this page to the NYYW 

Summary and place it in III:  Pre 7/1/12 or   IV:  Post 7/1/12 Job Placements – Costs this Period. 
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Participant Training Stipends:  List each participant for whom a Training Stipend is being requested for 

reimbursement.  Also, list the participant’s social security number, the start date of the training, which month 

of the stipend is being requested for reimbursement (first or second), the payment period and the check 

number of the payment.  Also provide documentation of attendance of training by the participants .  Carry the 

total for this page to the NYYW Summary and place it in V.  Training Stipends – Costs this Period. 
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Job Placement Stipends:   List each participant for whom  Job Placement Stipend is being requested for 

reimbursement and also:  the participant’s social security number, the hire date for the participant, the payment date, 

and the check number of the payment.  First stipend must be accompanied by electronic submission of the 

“Confirmation of Hire for New York Youth Works Program” form.  Carry the total for this page to the NYYW Summary 

and place it in VI Job Placement Stipends – Costs this period. 
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CERTIFICATION OF VOUCHER 

 

 PAYEE SIGNATURE – MUST BE COMPLETED BY AN 

AUTHORIZED SIGNATORY OF YOUR AGENCY.  

ORIGINAL SIGNATURE IS REQUIRED 

 

 PLEASE SUBMIT TWO (2) COPIES OF THE 

REIMBURSEMENT REQUEST.  AT LEAST ONE (1) OF 

THE TWO MUST BE AN ORIGINAL SIGNATURE.  

ALSO SUBMIT TWO COPIES OF SUPPORTING 

DOCUMENTATION (INVOICES AND RECEIPTS) 
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MAILING ADDRESS: 

 COMPLETED REQUESTS SHOULD BE MAILED 

TO: 

  NEW YORK STATE DEPARTMENT OF LABOR                                

       DIVISION OF EMPLOYMENT AND WORKFORCE SOLUTIONS 

       OFFICE OF WORKFORCE INVESTMENTS 

       GOVERNOR W. A. HARRIMAN STATE OFFICE BUILDING CAMPUS 

       BUILDING 12 – ROOM 290 

       ALBANY, NEW YORK  12240 

 

(518) 457-8668 
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Businesses 
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Businesses:   

Eligibility Requirements 

To be eligible for certification, your business must be: 

  

• In good standing  

 

• Located within a reasonable commuting distance for 

eligible youth residing in one of the 12 targeted areas 

listed earlier in the presentation 
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Filling a job opening that meets one of the following 

conditions:  

 

• Considered an in-demand occupation in a regional 

growth sector  

• Is a priority for the area’s Regional Economic 

Development Council  

 

Businesses:   

Eligibility Requirements 
(continued) 

50 



Tax Credits to Businesses 

 

 

 

 

 

 

 

 

• Full-Time Hire – 35 hours or more per week, defined by 

NYSDOL in consultation with Empire State Development 

Corporation and the NYS Department of Taxation and Finance 

 

 Maximum Tax Credit = $4,000 

o $500 per month for maximum six months ($3,000), and 

o $1,000 if retained for six months beyond initial six 

months (one full year) 

 

• Seasonal and temporary job openings are eligible as 

long as they meet eligibility criteria 
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Tax Credits to Businesses 

(continued) 

 

 

 

 

 

 

 

 

• Part-Time Hire – 20 to 34 hours per week, defined in the 

authorizing legislation 

 

 Maximum Tax Credit = $2,000 

o $250 per month for maximum six months ($1,500), and 

o $500 if retained for six months beyond initial six 

months (one full year) 
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Tax Credits to Businesses 

(continued) 

 

 

 

 

 

 

 

 

• Seasonal and temporary job openings are eligible as 

long as they meet eligibility criteria 
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 All applications processed by NYSDOL 

 Application review includes due 

diligence and information validation 

Process 

Certification for Tax Credits 
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 Notification to applicant within 3-7 days of 

receipt of application, either by e-mail or 

mail (depending upon applicant’s preferred 

method of communication) 

Process 

Certification for Tax Credits 
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 As businesses are certified, they are listed on 

the NYS Job Bank.  Viewers can link directly 

to the NYS Job Bank from the Youth Works 

landing page. 

Process 

Certification for Tax Credits 
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NY Youth Works Job Bank Postings  

 Once a business is certified the job 

openings are posted to the NYS Job Bank. 

 

 Postings for NY Youth Works certified 

businesses can be identified by the 

NYYW tag in the job title. 
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NY Youth Works Job Bank Postings 

(continued)  

 Businesses may want to exclude their 

contact information and business name 

from the posting which can be done 

through suppressing the job order. 
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NY Youth Works Job Bank Postings  

(continued) 

 For a listing of current openings viewers can 

link directly to the NYS Job Bank from the 

Youth Works landing page: 

 

http://www.labor.ny.gov/careerservices/youth-tax-

credit.shtm 
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“Confirmation of Hire”  

 There are 2 ways for a training provider to complete 

the confirmation of hire: 

 

◦ Online – The “Confirmation of Hire” form can be 

found on the NY Youth Works landing page under the 

Training/Placement Provider tab 

 

◦ In OSOS – Under the NYYW Placement custom tab 
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“Confirmation of Hire” (continued)  

 The following information is required when 

completing the “Confirmation of Hire”: 

 

 Business Name  

 Business’ Federal Employer Identification 

Number (FEIN) 

 Employee Name 
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“Confirmation of Hire” (continued)  

 The following information is required when 

completing the “Confirmation of Hire”: 

 

 Employee Social Security number (SSN) 

 Employees’ starting wage 

 Employees’ start date 
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“Confirmation of Hire” (continued)  

 The following information is required when 

completing the “Confirmation of Hire”: 

 

 Pay period:  weekly, bi-weekly, monthly,  

   bi-monthly  

 Hours per week 
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Career Development and 

Youth Initiatives Office 

(Youth Office) 

 

Matching Certified Youth with 

Certified Businesses 
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All Certified Youth Must Be 

Served 

Role of Local One Stop 

Career Centers  

 
• Provide List of Certified Youth 

• Assist Providers with Filling Vacant Slots 

• Can Help Identify Appropriate Services for 

Youth 
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 Utica (City of) – Deb Giovannetti (315) 793-5327 

Debra.Giovanetti@labor.ny.gov 

 

 Buffalo (City of) – Mike Farkas (716) 851-2600; 

Michael.Farkas@labor.ny.gov/ Jill Whitfield  

(716) 366-9015; Jill.Whitfield@labor.ny.gov 
 

 Albany (City of) 

Schenectady (City of) – John Triller (518) 462-

7600 x 100; John.Triller@labor.ny.gov 

 
 

 

Local One Stop 
Career Center Reps. 
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 Mount Vernon (City of) 

New Rochelle (City of) 

Yonkers (City of) – Tanya White (914) 995-4561; 

Tanya.White@labor.ny.gov 

 

 New York City – Tara Brooks-Smith (718) 321-6373 

Tara.Brooks-Smith@labor.ny.gov 

 

 Hempstead (Town of) 

Brookhaven (Town of) – Kevin Robbins (516) 934-

8548; Kevin.Robbins@labor.ny.gov 

Amy Lowth (631) 687-4819 ; Amy.Lowth@labor.ny.gov 

Local One Stop 
Career Center Reps. 
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 Syracuse (City of) –   Denise Elliott (315)477-

6931; Denise.Elliott@labor.ny.gov 

 

 Rochester (City of) – Barbara Weymouth 

(585) 266-7760, ext. 225; 

Barbara.Weymouth@labor.ny.gov 

 

Local One Stop 
Career Center Reps. 
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National Work Readiness 

Credential 

Resources 
 

• Curriculum and Testing 

Information 
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National Work Readiness 

Credential 
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Work Readiness Training 
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Work Readiness Training  

Pacing Guide 
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National Work Readiness 

Credential (NWRC) 

Testing of Certified Youth 
 

 

• Awardees can partner with existing  

authorized NWRC test sites or 

become an authorized site. 

 

• Castle Worldwide Website: 

www.castleworldwide.com/nwrc 
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National Work Readiness 

Credential 

Resources 

 
 

•NY Youth Works T-2 and/or T-3 funding  

• Link to WorkSkills website: 

http://www.hmheducation.com/careerpathways/pr

eparation-2.php 

 

• Link to the sales rep. locator: 

http://customercare.hmhco.com/grailssalesreploc

ator/ 
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Questions 

If you have not already done so, 

please submit your questions 

using the Q & A feature. 
 

• After the presentation – 
 

• Questions regarding individual 

contracts will be addressed  

• Contact information for tax 

questions 
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Questions or Assistance 

NYS Department of Labor 

(877) 226-5724 

www. youthworks.ny.gov 

 

Please e-mail tax questions to 

Tim Foley:  

Timothy.Foley@tax.ny.gov 
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