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Welcome to the Chicago Housing Authority (CHA) Summer Paid Youth Opportunities Application! The application is a 

fast and easy way for CHA youth to search and apply online for academic and career exploration programs offered 

during the summer. The purpose of this Quick Reference Guide is to provide applicants guidance on how to apply for 

CHA summer paid youth opportunities via the online application.  

Getting Started: 

In order to apply to CHA paid summer youth opportunities, you must first login to the application and verify CHA 

residency. 

1. To do this, enter the URL https://youth.thecha.org into your browser’s address bar to access the application 

home page.  Login to the application using the: 

 Applicant’s Client ID number 

 Last 4 digits of Head of Household’s Social Security Number (SSN) 

 Applicant’s Date of Birth (DOB) 

 

2. Enter text into all required fields and click the Sign In button 

  Date of birth should be entered in MM/DD/YYYY format e.g. 01/22/2000   

  If you are unsure of the information requested, it is recommended that you check with your parent/guardian 

or, in some cases, your Property Manager, FamilyWorks provider or HCV Satellite Office for assistance 
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Entering Applicant Information: 

3. Once logged into the application, the following fields will be reflected at the top of the page and 

automatically populate with information pulled from CHA’s public housing and housing choice voucher 

client database: 

 Name 

 Address 

 Date of birth (DOB) 

 Age 

 Head of Household (HOH) Name 

4. The remaining fields will request additional information from the applicant 

a. Applicants must fill in all required fields as indicated by the asterisk (*) and as many 

optional fields as desired 

5. Upon completion of the applicant information page, click the Next button 

This information cannot be 

changed by the applicant, 

however, an applicant may 

enter an alternate address 

 

Candace Sample 

123 Main St Apt 3 Chicago IL 60605 

2/16/1999 

17 

Catherine Sample 
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Confirm Email Address 

6. CHA will send a confirmation email to the address you provided. Open your email account and 

in the confirmation email, click on the link at the bottom of the page to access the CHA Youth 

Online Application program selections screen (see example on the next page [page 4] of this 

guide). 
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From: YouthOpportunities@thecha.org [mailto:YouthOpportunities@thecha.org]  

Sent: Monday, March 14, 2016 9:10 AM 

To: SAMPLE, CANDACE 

Subject: Next Steps to Complete your Application for CHA Summer Opportunities 

Dear CANDACE SAMPLE,  

 

Thank you for your interest in 2016 Chicago Housing Authority paid summer youth opportunities.  

 

In order to complete your application, the email address for your account must be verified. This is especially important 

because email will be the primary way that we communicate with you regarding application status, availability of summer 

opportunities and other resources.  

 

To verify your email address, please click the link below. By doing so, you will be redirected to the online application with 

the ability to move forward with program selections. If clicking the link doesn't work, try copying and pasting the whole 

address into the address bar of your browser.  

 

https://youth.thecha.org/Confirmationfortrainingpurposesonlythisisnotarealhyperlink 

 

 

Once you click on the link above or cut and paste it into your browser, the following page will pop in your browser. Be 

sure to click ‘Select Programs’ to move on to program selections. 

 

 

Click on this link to 

confirm your email 

address 

mailto:Youthopportunities@thecha.org
https://youth.thecha.org/Confirmationfortrainingpurposesonlythisisnota


Chicago Housing Authority 2016 Summer Paid Youth Opportunities                                                                                            

Online Application Quick Reference Guide 

Need Help: Contact the Youth Hotline at 312.786.6930 or email us at Youthopportunities@thecha.org         Page 5 of 15 
   

Selecting Summer Youth Opportunities 

7. Applicants may choose to apply to up to three opportunities and will rank preferred programs 

by entering 1 – 3 in the boxes next to the program name (if a summer opportunity is greyed 

out, the applicant is ineligible for that program option based on age). Note: The applicant 

must meet the program’s minimum age requirement by June 27, 2016. 
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8. Applicants are required to enter their current GPA (minimum 2.5) to be eligible for the 

following opportunities:  STEM Camp, Financial Literary & Leadership Institute and Freelance 

Coder Camp 

 

9. Applicants, ages 16 – 24, can also select up to three career interest categories for the Summer 

Youth Employment Program 

 Childcare 

 Community Building & Revitalization 

 Custodial and Facility Maintenance 

 Education and Teaching 

 Food Services and Restaurant 

 Government and Public Service 

 Grounds Keeping and Landscaping 

 Healthcare 

 Information Technology 

 Journalism and Television 

 Justice and Law 

 Library Services 

 Office and Clerical Services 

 Performing Arts 

 Sports and Physical Education 

 Veterinary Services and Animal  

Care 

 Visual Arts and Design 

 Urban Farming and Environmental 

Conservation 

 

10. Upon selection of the desired opportunities and/or career interest categories, click the Next button 

 

Completing the essay questions 

We want to get to know you as well as possible through the application. The essay response is an important 

part of the selection process as it helps us to learn more about the applicant in his/her own words and gain 

insight into the applicant’s personality and goals.  

11. Depending on program selections, applicants may be required to draft and submit a brief essay 

response. Applicants are encouraged to include lots of details. The traits of a strong essay include one 

that demonstrates thoughtfulness and creativity. Encourage applicants to prepare essay responses in 

advance. Responses should not be rushed since they are an important criteria for program selection. 

Once the session times out, partial responses cannot be recovered. Essay responses must be between 

350 - 1650 characters long (175 – 825 words). 

 

Troubleshooting

• An error message may appear in bold red font indicating the applicant cannot select the 
same item order twice --- To resolve this issue, double check program rankings to ensure 
that programs are not ranked with the same number choice

• An error message may appear in bold red font indicating that the applicant must submit a 
GPA or that the GPA submitted does not meet the minimum requirement --- To resolve 
this issue, the applicant must list his/her GPA (this information will be verified through the 
submission of official high school transcripts) or remove the program selection
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NOTE:   The system will allow applicants up to an hour to enter a response into the space 

provided.  Responses will not be saved until the applicant has completed the entire 

application and agreed to the CHA terms and conditions.  Partial responses will not 

be accepted and cannot be saved. 

mailto:Youthopportunities@thecha.org
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A complete list of essay questions is below: 

Learn and Earn 

What skills do you hope to gain or build upon by the end of the summer as a result of participating in the Learn and 

Earn program?  

STEM Camp 

Discuss an accomplishment or event that sparked your interest in Science, Technology, Engineering and/or Math. 

CPD Neighborhood Youth Corps 

Describe a situation that demonstrates initiative and your willingness to go above and beyond in your community or 

other setting (e.g. school or home). 

Freelance Coder Camp 

Describe how you demonstrate your passion for technology outside the classroom. 

Financial Literacy and Leadership Institute 

If selected to participate in the Financial Literacy and Leadership Institute, what leadership skill/characteristic will you 

bring or work to strengthen while in the program? 

Safe Summer Peace Ambassador 

Describe in detail your most important leadership, outreach or volunteer experience. Include: your accomplishments, 

what you learned, and the impact you had on your community. 

Documentary Filmmaking for Girls 

Using personal stories, talk about a social issue that has affected your life or the community you live in.    

The Maker Movement – a DIY Revolution 

Describe something that you have made and felt proud of when it was finished. This could be something digital, like a 

website or game, or physical, like a work of art or a meal. Tell us a little bit about the process you used to make the 

object.  

 

 

 

 

12. Upon completion of the essay question(s), click the Next button 

  

Troubleshooting

• Essay responses that do not meet the minimum requirements will result 
in an error message that appears in bold red font --- To resolve this issue, 
ensure that responses are between 350 - 1650 characters long

• It's important to note that the application will do the counting and 
inform the applicant of how many characters have been entered in the 
space provided
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Uploading your Transcripts 

During the application process, you will have the option of submitting your transcript reflecting a 2.5 GPA or 

higher for the Financial Literacy & Leadership Institute, Freelance Coder Camp and STEM Camp programs. 

13. Please do NOT email or fax in a copy of your transcript if you’ve uploaded them to your online 

application. Vice versa, there is no need to upload your transcript if you prefer to send them via email 

or fax. This saves you time and effort, and avoids any delays in our review of your application.  

 

14. If you don’t have your transcript at the time of application, you may log back at a later date and click 

“Select a File” on the Applicant Information section to upload your transcript. You can also replace a 

transcript that you have already uploaded. Your transcript does not need to be official. 
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Confirming Program Selections 

The final step in the application process is confirmation of program selections and review of CHA’s terms and 

conditions   

15. To make changes to program selections, applicants can click the Back button to return to the Summer 

Youth Opportunities page 

 

16. If there are no changes, applicants must check the certification box and click the Submit button 

 

 

  

Candace Sample 

123 Main St Apt 3 Chicago IL 60605 

2/16/1999 

17 

Catherine Sample 
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Thank You! 

Once the application is submitted, a confirmation will appear on the screen confirming that the application was 

successfully submitted  

17. To print a copy of the page, click the Print button 

 

18. An email with the same application submission confirmation is automatically sent to the email address 

provided by the applicant (see example on pages 11-12 of this guide) 

 

Candace Sample 

mailto:Youthopportunities@thecha.org


Chicago Housing Authority 2016 Summer Paid Youth Opportunities                                                                                            

Online Application Quick Reference Guide 

Need Help: Contact the Youth Hotline at 312.786.6930 or email us at Youthopportunities@thecha.org         Page 12 of 15 
   

From: YouthOpportunities@thecha.org [mailto:YouthOpportunities@thecha.org]  

Sent: Monday, March 14, 2016  10:05 AM 

To: SAMPLE, CANDACE 

Subject: CHA Summer Youth Application Confirmation 

Thank you for applying for Chicago Housing Authority summer youth opportunities. An email notification has been 

sent toecampbell@thecha.org You have selected the following programs:  

 

1. CPD Neighborhood Youth Corps 

2. Safe Summer Peace Ambassador 

3. Documentary Filmmaking Program for Girls 

 

SYEP Category:  

 

Urban Farming and Environmental Conservation 

Visual Arts and Design 

Sports and Physical Education  

 

Your application will be reviewed and participants selected based on the areas of interests and programs that you 

indicated, and according to the number of slots available. Only youth selected for a program will be contacted for an 

interview.  

 

In the meantime, you are encouraged to prepare for summer employment by taking these additional steps:  

 

1. Please remember that some programs require additional documentation and next steps. For instance, if you 

applied to the Financial Literacy & Leadership Program, Freelance Coder Camp and/or STEM Camp, you must 

submit your high school transcripts (reflecting a minimum 2.5 GPA) and recommendation form by May 1st. Fax 

both to 312.913.7639 or email toyouthopportunities@thecha.org.  

2. Begin to gather or secure the documentation that you will need to prove program eligibility and to get paid for 

the summer  

 

School Photo ID or Government Issued Photo ID  

You can obtain a Driver’s License or State ID by visiting your nearest Driver Services Facility. For a complete 

list of facilities visit http://www.ilsos.gov/facilityfinder/facility or call 800-252-8980. For a list of fees, 

visithttp://www.cyberdriveillinois.com/departments/drivers/basicfees.html  

 

Social Security Card (originals required, photocopies not accepted)  

To obtain, replace or correct your Social Security Card, visit your local Social Security office, or call 1-800-772-

1213. Information about local offices as well as all forms are located at the Social Security Website. There is no 

fee to get your Social Security Card. However, it can take up to 10 business days to receive your card.  

 

High School Transcripts (if applicable)  

To get a copy of your high school transcripts, visit your school’s Guidance or Registrar’s Office.  

3. Polish up your resume  

A resume is a great way to highlight your accomplishments, coursework and extracurricular activities. Talk to 

your parents or other adults or search online for resources on creating a nicely formatted accomplishment-

driven resume.  

mailto:Youthopportunities@thecha.org
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4. Prepare for your interview  

Should you be selected to interview for a program opportunity, be prepared to showcase your interests, skills 

and abilities. Prepare for your interview by thinking about the questions you might be asked and how you will 

answer them. Practice your pitch and be ready to tell the interviewer why you should be selected for the 

program.  

5. Apply online at Onesummerchicago.org  

Don’t stop your job search here. Apply online at www.onesummerchicago.org for thousands of other paid 
summer opportunities in the City of Chicago. 

For more information:  

 

Email us YouthOpportunities@thecha.org  
 

 

Youth Opportunities 

Phone 312.786.6930 | Fax 312.913.7639  

Chicago Housing Authority | 60 E. Van Buren | Chicago, IL 60605  

YouthOpportunities@thecha.org | https://youth.thecha.org/ 

 

 

  

mailto:Youthopportunities@thecha.org
http://www.onesummerchicago.org/
mailto:YouthOpportunities@thecha.org
mailto:YouthOpportunities@thecha.org
https://youth.thecha.org/


Chicago Housing Authority 2016 Summer Paid Youth Opportunities                                                                                            

Online Application Quick Reference Guide 

Need Help: Contact the Youth Hotline at 312.786.6930 or email us at Youthopportunities@thecha.org         Page 14 of 15 
   

From: YouthOpportunities@thecha.org [mailto:YouthOpportunities@thecha.org]  

Sent: Monday, March 14, 2016 10:05 AM 

To: APPLICANT, JANE 

Subject: ACTION REQUIRED: Applications incomplete for CHA Financial Literacy and Leadership Institute, Freelance 

Coder Camp and/or STEM Camp 

You recently applied to the STEM Camp, Financial Literacy & Leadership Institute and/or Freelance Coder Camp 

programs. The three most important criteria for these programs are essay, academic achievement and recommendation. 

Now that you’ve submitted your online application, you will need to complete a few important steps to complete the process. For 

instance, to attend an interview for the STEM Camp, Financial Literacy & Leadership Institute and/or Freelance Coder 

Camp programs, you will also need to provide documentation that will verify the information that you provided in your 

application. This documentation includes your: 

 

 High school transcripts (STEM Camp, Financial Literacy & Leadership Institute and Freelance Coder Camp only) 

Transcripts must reflect a minimum 2.5 Grade Point Average (GPA) – Fax transcripts to 312.913.7639 or email to 

youthopportunities@thecha.org. You can also upload your transcript through the application. When you apply to any of 

the aforementioned programs, you will be prompted to upload your transcript if you have it on file. If you don’t have your 

transcript at the time of application, you may log back at a later date and click “Select a File” on the Applicant Information 

section to upload your transcript. You can also replace a transcript that you have already uploaded. Your transcript does 

not need to be official. 

 

 CHA Career Exploration Programs Recommendation Form (STEM Camp, Financial Literacy & Leadership 

Institute and Freelance Coder Camp only) – The Recommendation Form will be automatically emailed to you upon 

receipt of your application and must be completed by a teacher, counselor or other adult that is a non-family member and 

that can speak to your strengths and abilities. Click HERE to download the Recommendation Form or enter the following 

link in your browser: https://youth.thecha.org/Support/CHA_HACC_Scorecard.pdf. Fax the completed Recommendation 

Form to 312.913.7639 or email to youthopportunities@thecha.org. You can also upload your Recommendation Form 

through the Applicant Information section of your application. To do this, simply log back into your application and click 

“Select a File” to upload your recommendation. You can also replace a recommendation that you have already uploaded.  

 

 

To upload your 

transcript and 

recommendation after 

you’ve submitted your 

application: 

► Log back into the 

application  

► Scroll down to the 

bottom of the Applicant 

Information page 

► Select and upload 

the files from your 

computer or mobile 

device 

mailto:Youthopportunities@thecha.org
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Please Note: It is YOUR responsibility to make certain that your transcript and recommendation reaches us. If necessary, check 

with us to make sure we have received the documentation before the May 1, 2016 deadline. Incomplete applications will not be 

considered. If selected to participate in interviews, you will be notified of the decision prior to the start of the summer program.  

 

If you have questions do not hesitate to contact the Youth Opportunities Team. 

 

 

Youth Opportunities 

Phone 312.786.6930 | Fax 312.913.7639  

Chicago Housing Authority | 60 E. Van Buren | Chicago, IL 60605  

YouthOpportunities@thecha.org | https://youth.thecha.org/ 
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