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WIA Determination and Documentation

This policy contains five sections:

Section I
Definitions - provides definitions for terms used within this policy.

Section II
Participant Registration - provides policy for when an individual must be registered in the WIA program.

Section III
Eligibility Requirements - provides policy on how to determine eligibility for WIA programs.

Section IV
Eligibility Documentation - defines key elements for which the Local Areas must maintain documentation to support a participant's eligibility for WIA programs.

Section V
Acceptable Documentation - lists documentation that may be used to verify a participant's eligibility for registration in the WIA program. 

Section I

Definitions   



                       










Basic Skills Deficient

An individual deficient in basic literacy skills is defined as: "An individual who computes or solves problems, reads, writes or speaks English at or below grade level 8.9."  

Family

The term ``family'' means two or more persons related by blood, marriage, or decree of court, who are living in a single residence, and are included in one or more of the following categories:

1.

A husband, wife, and dependent children.

2. 
A parent or guardian and dependent children.

3. 
A husband and wife.

[WIA, Title I, Section 101 (15)]

Homeless Individual

The term 'homeless' or 'homeless individual' or homeless person includes:

1.
 A individual who lacks a fixed, regular, and adequate nighttime residence; and

2.
 A individual who has a primary nighttime residence that is:

A.
A supervised publicly or privately operated shelter designed to provide temporary living accommodations (including welfare hotels, congregate shelters, and transitional housing for the mentally ill);

B.
 
An institution that provides a temporary residence for individuals intended to be 

institutionalized; or 

C.   
A public or private place not designed for, or ordinarily used as, a regular sleeping

  
accommodation for human beings." 

[Section 103 of the Stewart B. McKinney Homeless Assistance Act (42 U.S.C. 11302)]

Individual with a Disability

The term "disability" means, with respect to an individual--

1.
A physical or mental impairment that substantially limits one or more of the major life activities of such individual;

2.

A record of such an impairment; or

3.

 Being regarded as having such an impairment.

[Section 3 of the Americans with Disabilities Act of 1990 (42 U.S.C. 12102)]

Lower Living Standard Income Level

The term ``lower living standard income level'' means that income level (adjusted 

for regional, metropolitan, urban, and rural differences and family size) determined annually by the Secretary based on the most recent lower living family budget issued by the Secretary.

[WIA, Title I, Section 101 (24)]           

Offender

The term ``offender'' means any adult or juvenile--

1.
Who is or has been subject to any stage of the criminal justice process, for whom services under this Act may be beneficial; or

2.
Who requires assistance in overcoming artificial barriers to employment resulting from a record of arrest or conviction.

[WIA, Title I, Section 101 (27)]

Underemployed

Underemployed means an individual who is working part time but desires full time employment, or who is working in employment not commensurate with the individual’s demonstrated level of educational and/ or skill achievement
 [The state has implemented the definition of underemployed at 20 CFR 668.150 to define the requirements for underemployed as related to the Adult and Youth programs.]
Section II

Point of Participation 

WIA Point of Participation for Adults, Dislocated Workers and Youth
All job seekers who are determined WIA eligible and meet both Conditions 1, 2 AND 3, below, are considered a participant in WIA.
Condition 1 – Individual provides a social security number or identification number in lieu of a social security number and is given the opportunity to provide basic demographic information on age, race, ethnicity and disability status

Condition 2 -  Individual Received any service beyond eligibility determination. 

Condition 3- Service Provided with WIA Funds

WIA funds were used to provide:

For Adult and Dislocated Workers: core, intensive or training service that the individual received

For Youth: any service that the individual received. 

Example: In a One-stop environment, if an individual received only Wagner-Peyser funded core services or TANF funded case management, and did not receive any WIA funded core, intensive or training service, that individual would NOT be registered for WIA.  However, an individual who has received WIA funded core, intensive or training services or WIA funded youth service would be registered for WIA even if they would also receive non-WIA funded partner services.   This includes service received either at a physical location or electronically that are either fully or partially funded by WIA funds.  
Inclusion in WIA Performance Accountability System
Adults and Dislocated Workers
Who needs to be reported in the common measures participant counts? 

Policy requires the state to report, in the appropriate participant counts, all individuals who have been determined eligible and receive a service, including self-service and informational activities, in either a physical location (One-Stop Career Center or affiliate site) or remotely through electronic technologies. 
Who needs to be included in the performance measures calculations? 
All participants who receive a core, intensive, or training service who exit the program are to be included in performance measures calculations, except that Section 136 of WIA expressly excludes WIA Adult and Dislocated Worker program participants who only receive self-service or informational activities from performance calculations.
Self-Service and Informational Activities 

According to 20 CFR 666.140(a)(2), self-service and informational activities are those core services that are made available and accessible to the general public; that are designed to inform and educate individuals about the labor market, their employment strengths and weaknesses, and the range of services appropriate to their situation; and that do not require significant staff involvement with the individual in terms of resources or time.  The state interprets the critical terms above as follows:  

Self-service occurs when participants serve themselves in accessing workforce investment system information and activities in either a physical location, such as a One-Stop Career Center resource room or partner agency, or remotely via the use of electronic technologies. 

Informational activities in a workforce investment setting may include both self-services and staff-assisted core services that are designed to inform and educate a participant about the labor market and to enable a participant to identify his or her individual employment strengths, weaknesses, and the range of services appropriate for the individual. The exception is core services that require significant staff involvement (see below). 

Clarification of Significant Staff Involvement 

Significant staff involvement is fundamental to determining if a participant will be considered in performance calculations. The critical distinction is determining when a participant has received a level of service that requires significant staff involvement.  Significant staff involvement in a workforce investment setting is any assistance provided by staff beyond the informational activities described above regardless of the length of time involved in providing such assistance. Significant staff involvement includes a staff member’s assessment of a participant’s skills, education, or career objectives in order to achieve any of the following: 

· Assist participants in deciding on appropriate next steps in the search for employment, training, and related services, including job referral; 

· Assist participants in assessing their personal barriers to employment; or 

· Assist participants in accessing other related services necessary to enhance their employability and individual employment related needs. 

A participant who receives this level of service has received a service that involves a significant level of staff involvement; therefore, this participant would be included in the performance measures calculation. 

On the other hand, when a staff member provides a participant with readily available information that does not require an assessment by the staff member of the participant’s skills, education, or career objectives, the participant is a recipient of informational activities. This includes information such as labor market trends, the unemployment rate, information on businesses that are hiring or reducing their workforce, information on high-growth industries, and occupations that are in demand. A participant is also a recipient of informational activities when a staff member provides the participant with information and instructions on how to access the variety of other services available in the One-Stop Career Center, including the tools in the resource room. 

A participant who only receives this level of service has not received a service that involves a significant level of staff involvement; therefore, he/she is a participant who would be excluded from the performance measures calculation. 

Inclusion of Participants in Performance Calculations by Program 

Although the WIA Adult and Dislocated Worker program participants who access or receive only self-service or informational services are excluded in the WIA performance calculations, these participants should be included in the Wagner-Peyser Act reporting and performance calculations to the degree that Wagner-Peyser Act funds contributed to the core employment and workforce information services received. 

In accordance with policy principles articulated in TEGL 17-05, if a participant is served by a specific funding stream, he/she will be counted as a participant in that funding stream’s reporting system and/or performance calculations. For example, Wagner-Peyser Act funds are often used to support and maintain One-Stop Career Center operations, electronic tools, job banks, and workforce information services. In these situations, it would be appropriate to include participants who accessed or received Wagner-Peyser Act-funded services in the Wagner-Peyser Act performance accountability system. Where WIA program funds are used in similar ways, participants who receive self-service or informational activities would only be included in the WIA participant and services counts, but would not be counted in the WIA performance measures.
Youth

All Youth who receive WIA Title I services beyond eligibility determination will be included in the performance accountability system.
Section III

Program Eligibility Requirements

Selective Service Eligibility

Males who are subject to, and have not complied with, the registration requirements of the Military Selective Service Act, as amended (MSSA) are not eligible for participation in WIA-funded programs and services. Section 189(h) of WIA and 20 CFR Part 667.250 of the Regulations require the Secretary of Labor to insure that each individual participating in any WIA program, or receiving any assistance under the Act, has not violated the requirement of the MSSA (50 U.S.C Appl 453). This requires that every male citizen, and every other male residing in the United States, who is 18 through 25 years of age must be registered with the Selective Service System (SSS).  There are exceptions which include obvious disqualifying handicaps, individuals who have been honorably discharged from the armed services, aliens entering the United States on or after 26 years of age, etc. A determination must be made as to whether or not the requirement for selective service registration has been fully met.  Local Areas have the responsibility for deciding and determining whether services should be provided. This determination must be made on a case-by-case basis. A non-registrant may not be denied any Federal benefit if he can demonstrate that his failure to register was not knowing or not willful.

For more information about requirements for Selective Service registration refer to the Selective Service Registration policy contained in the State Policy #2-03-00 or visit the Selective Service Web site at http://www.sss.gov/
Citizenship / Work Authorization Eligibility

There is no statutory or regulatory requirement that program participants be citizens and nationals of the United States or be lawfully admitted permanent resident aliens, refugees, asylees, parolees, and other immigrants authorized by the Attorney General to work in the United States.   USDOL interprets the statutory requirements at section 188(a)(5) of the Act as a non-discrimination provision, not an eligibility provision.  Thus WIA does not forbid the state or local areas from servicing individuals outside of the designated categories.

As the purpose of title I of the Workforce Investment Act is to provide workforce investment activities that increase employment, retention and increase earnings of participants and increase the occupational skill attainment by participants, which will improve the quality of the workforce, reduce welfare dependency, and enhance the productivity and enhancement of the Nation’s economy, a participant’s ability to legally participate in the workforce is essential. Therefore, workforce activities funded under Title IB of the Workforce Investment Act in Kansas are limited to those individuals who are citizens and nationals of the United States or lawfully admitted permanent resident aliens, refugees, asylees, parolees, and other immigrants authorized by the Attorney General to work in the United States.
Adult Eligibility

To be eligible for the Adult Program an individual must be 18 years of age or older on the date of registration [20 CFR Part 663.110].  In the event that funds allocated to the Local Area for adult employment and training activities are limited, priority for intensive and training services funded with Title I adult funds must be given to recipients of public assistance as defined in WIA Section 101(37) and other low-income individuals as defined in WIA Section 101(25).  Since funding is generally limited, each Local Area is required to provide a description in their Local Plan of the criteria used to determine whether funds allocated to the area for adult employment and training activities under WIA are limited, and the process by which any priority for services will be applied (refer to WIA Section 134 (d) (4) (g) (iv) (IV)). 

Dislocated Worker Eligibility 

To be eligible for the Dislocated Worker Program an individual must meet any one of the following four definitions:

Terminated or Laid Off

1.
Has been terminated or laid off, or has received a notice of termination (without cause) or layoff from employment; AND

2.

 Is eligible for or has exhausted entitlement to unemployment compensation; OR

Has been employed for a duration sufficient to demonstrate attachment to the workforce, but is not eligible for unemployment compensation due to insufficient earnings or having performed services for an employer that was not covered under a State unemployment compensation law; AND

3. Is unlikely to return to a previous industry or occupation.

Note: must meet all three conditions above.

Plant Closure or Substantial Layoff

1.
 Has been terminated or laid off, or has received a notice of termination or layoff, from employment as a result of any permanent closure of, or any substantial layoff, at a plant, facility, or enterprise; OR

2.
 Is employed at a facility where the employer has made a general announcement that such facility will close within 180 days; OR

3.
 For purposes of eligibility to receive services other than training services described in WIA Section 134(d)(4A), intensive services described in WIA Section 134(d)(3), or supportive services is employed at a facility at which the employer has made a general announcement that such facility will close. Note: this definition, D.1.b.3), provides for the provision of core services only when a date of closure is not specified or is expected to occur in more than 180 days.

Self-Employed

1.
Self-employed (including employment as a farmer, rancher, or fisherman) but is unemployed as a result of a natural disaster, or "general economic conditions" in the community where the individual resides.  The LWIB must establish a definition for "general economic conditions". 

2.
Self-employed farmer, rancher or family member who derived 50% or more of their income from farming or ranching and is losing, or has lost, their primary source of income as a result of economic conditions over a period of two years or a natural disaster.

Displaced Homemaker 

A displaced homemaker" is an individual who has been providing unpaid services to family members in the home and who has been dependent on the income of another family member but is no longer supported by that income; AND is unemployed or underemployed and is experiencing difficulty obtaining or upgrading employment. (20 CRF Part 663.120, Section 101(10).

The definition of "displaced homemaker" includes only those individuals who were dependent on a family member's income.  Those individuals who have been dependent on public assistance may be served in the adult program. To be considered "dependent on the income of another family member", at least 50% of the individual's support must come from a family member.  "No longer supported by that income", means any reason for that loss of income, not just in the case of legal separation, divorce or death.

Spouses


Military spouses:


As outlined in TEGL No. 22-04, a military spouse who leaves his/her job to follow his/her spouse to a new duty assignment can be served with WIA Dislocated Worker formula grant funds in certain circumstances. When the spouse is unable to continue an employment relationship due to the service member’s permanent change of military station, or the military spouse loses employment as a result of the spouse’s discharge from the military, then the cessation of employment can be considered to meet the termination component of the WIA definition of dislocated worker (WIA Section 101(9)(A)(i)).  As provided in TEGL No. 22-04, military spouses in such circumstances must still be determined to be “unlikely to return to a previous industry or occupation” in order to qualify as a dislocated worker.

The standard for determining the likelihood of return is not absolute, but rather a matter of judgment based on relevant circumstances.  In the majority of cases, the circumstances in which military spouses are required to leave a job/occupation as a result of the military member’s transfer do not position the spouse to return immediately to his/her previous occupation or industry, particularly at the same level for the following reasons:

1. Spouses are generally not resuming employment with the same employer.

2. Even if a spouse resumes employment with the same employer, the employment is in a new location, and occupations/jobs will generally not be the same structurally or organizationally as in the prior location.

3. When military spouses do get jobs in their new locations, it is likely, as new employees that they will start at lower levels of seniority than the levels of their positions in their prior locations.

4. There is frequently a gap in employment as spouses make a move and search for new employment, which may lessen their likelihood of returning to the same level of occupation or type of job.

Based upon the totality of these circumstances, it would be reasonable to conclude that in a vast majority of cases, military spouses impacted by a service member’s duty reassignment or discharge will meet the “unlikely to return to a previous industry or occupation” criterion of WIA Section 101(9)(A)(iii) and could thus be served as dislocated workers under WIA Section 101(9).

Civilian spouses:

The rationale of serving military spouses as Dislocated Workers as mentioned in TEGL 22-04, Change 1, page 3, applies to any spouse affected by a dislocation due to following their spouse because of a reassignment or loss of job.  

Other Factors in Determining Eligibility for Dislocated Workers

Retirement issues - Dislocated workers do not include workers who are likely to retire and leave the labor market.  However, a worker who is eligible for retirement benefits due to tenure with an employer but who will remain in the labor force at a level comparable to their pre-dislocation employment may be eligible.

Likely to Return issues - Dislocated workers do not include workers who are likely to remain with or return to their layoff employer, industry or occupation.  A determination of whether an individual is likely to return will be based upon the best available information from the worker, employer, and labor market data at the time the layoff notice or closure is received.

Look-back period - A look-back period of five years will be used to establish the previous occupation for workers who may have accepted "stop-gap" employment. The predominant occupation during that time, or the occupation of initial dislocation, may be considered the previous occupation.

Stopgap employment - "Stopgap employment" means work an individual accepts only because they have lost the customary work for which their training, experience or work history qualifies them. Employment would be considered "stopgap" if the salary were substantially below the salary of the individual's previous occupation and if they are working substantially under the skill level of their previous occupation. 

Youth Eligibility

A youth must be 14 to 21 years of age on the date of registration AND (except as provided in the 5% Exception for Youth Eligibility) be low-income; AND exhibit at least one barrier to employment.  

Low Income is identified according to the following characteristics:

1.
Receives, or is a member of a family that receives, cash payments under a federal, state or local income-based public assistance program; OR

2. 
Received an income, or is a member of a family that received a total family income, for the 6-month period prior to application (exclusive of unemployment compensation, child support payments, payments described in Item (1), and old-age and survivors insurance benefits received under section 202 of the Social Security Act (42 U.S.C. 402)) that, in relation to family size, does not exceed the higher of the poverty line, for an equivalent period; or 70 percent of the lower living standard income level, for an equivalent period; OR

3.
Be a member of a household that receives (or has been determined within the 6-month period prior to application to be eligible to receive) food stamps pursuant to the Food Stamp Act of 1977 (7 U.S.C. 2011 et seq.); OR

4. 
Qualifies as a homeless individual, as defined in subsections (a) and (c) of section 103 of the Stewart
 B. McKinney Homeless Assistance Act (42 USC 11302); OR

5. 
Is a foster child on behalf of whom State or local government payments are made; OR

6.
 
Is an individual with a disability whose income meets the requirements of a program described in Item 

1 or Item 2 above but who is a member of a family whose income does not meet such requirements.

Barrier to Employment - the youth must exhibit at least one of the following barriers to employment:

· Basic skills deficient

· Foster child

· Homeless

· Ex-offender

· Pregnant or a parent

· Runaway

· School dropout

· Requires additional assistance to complete an education program, or to secure and hold employment.  

5% Exception for Youth Eligibility - Up to 5 percent of youth participants served by youth programs in a Local Area may be individuals who do not meet the income criterion for eligible youth, provided they meet one or more of the following criteria:

· Basic skills deficient

· Homeless

· Ex-offender

· One or more grade levels below the grade level appropriate to the individual's age

· Pregnant or parenting

· Has a disability (which may be a learning disability)

· Runaway

· School dropout

· The LWIB may define additional barriers to employment.   

Concurrent Enrollment in Adult and Youth Programs

Eligible adults are defined as individuals 18 years of age or older.  Therefore, individuals who are at least 18 years of age and not yet 22 years of age may be eligible for both the adult program and the youth program, and may participate concurrently. Such individuals must be determined eligible under (both) the Youth and Adult eligibility criteria to receive Adult and Youth services concurrently. Concurrently enrolled individuals will count toward the performance measure outcomes for both programs.

Eligibility Requirements for Core Services

Core services (except follow-up services) are universally available to all adults and dislocated workers provided they meet the Selective Service Eligibility (Section A) and Citizenship Eligibility (Section B).

Eligibility Requirements for Intensive Services

In order to receive intensive services, eligible adults or dislocated workers must meet one of the two following eligibility categories:

Category 1: Be unemployed, AND

· Received at least one core service or a substantially similar service from a One-Stop Center or One-Stop partner program and have been unable to obtain employment through core services(s); AND

· Determined by the one-stop operator or One-Stop partner to be in need of more intensive services in order to obtain employment. 

Category 2: Be currently employed, AND

· Received at least one core service or a substantially similar service from a One-Stop Center or One-Stop partner program; AND

· Be in need of intensive services in order to obtain employment or retain

employment that leads to self-sufficiency. The LWIB will develop a definition for "self-sufficiency" based on local circumstances.  This definition must consider family size and local economic conditions.  Other factors that should be considered include layoff wages for dislocated workers and special needs of individuals with disabilities or other barriers to employment.

Eligibility Requirements for Training Services

In order to receive training services, employed or unemployed adults or dislocated workers must meet the following conditions:

· Met the eligibility requirements for intensive services; AND

· Received at least one intensive service, and has been determined to be unable to obtain or retain employment through such services; AND

· After an interview, evaluation, or assessment, and case management - Determined by a One-Stop operator or One-Stop partner, as appropriate, to be in need of training services and to have the skills and qualifications to successfully participate in the selected program of training services; AND

· Selected a program of training services that is directly linked to employment opportunities either in the local area or in another area where the individual is willing to relocate; AND

· Unable to obtain grant assistance from other sources to pay the costs of training, including federal Pell Grants established under Title IV of the Higher Education Act of 1965, or require WIA assistance in addition to other sources of grant assistance, including federal Pell Grants AND

· For the Adult program, determined to be eligible in accordance with the local area priority system, if any are in effect.

Section IV

Eligibility Documentation Requirements

Outlined below are key elements for which the Local Areas must maintain documentation to support a participant's eligibility for registration in the WIA program:

Adults

· Citizenship/Work Authorized Alien Status

· Selective service registration (if applicable)

· Age (must be 18 years of age or older)

· For intensive services - must meet two additional requirements for service (see Eligibility Requirements for Intensive Services)

· For training services - must meet six additional requirements for service (see Eligibility Requirements for Training Services)

Dislocated Workers

· Citizenship/Work Authorized Alien Status

· Selective service registration (if applicable)

· Age (must be 18 years of age or older)

· Reason for dislocation [note: some reasons for dislocation have more than one requirement that requires documentation (see Eligibility Requirements for Dislocated Workers)].

· For intensive services - must meet two requirements for eligibility (see Eligibility Requirements for Intensive Services)

· For training services - must meet five additional requirements for eligibility (see Eligibility Requirements for Training Services)

Youth

· Citizenship/Work Authorized Alien Status

· Selective service registration (if applicable)

· Age (must be 14 to 21 years of age)

· Low Income and Barrier to Employment OR if eligible under 5% exception, must have qualifying barrier as described in Youth Eligibility Requirements.

Section V

Acceptable Documentation

The following documentation may be used to verify the key elements supporting a participant's eligibility for registration in the WIA program:

1.
Acceptable WIA documentation as disseminated through the US Department of Labor WIA Technical Assistance Guides (TAGs), Training and Employment Guidance Letters (TEGLs) and other US Department of Labor policy issuances. 

2. 
Documentation listed below:

General Eligibility

Citizenship/Work Authorized Alien Status

· Alien Registration Card stamped "Right to Work"

· Baptismal Record indicating birth place

· Birth Certificate

· Employment Eligibility Verification Form (INS Form I-9)

· Report of Transfer or Discharge, DD-214, if place of birth is indicated

· Food Stamp Records


· Foreign Passport Stamped Eligible to Work

· Hospital Record of Birth

· Naturalization Certification

· Public Assistance Records

· United States Passport

· Voter Registration Card

· Native American Tribal Document

Selective Service Registration

· Acknowledgment Letter from Selective Service

· Report of Transfer or Discharge, DD-214

· Registration Process

· Selective Service Advisory Opinion Letter

· Selective Service Registration Record (Form 3A)

· Selective Service Registration Card

· Selective Service System Contact

· Selective Service Verification Form

· Stamped Post Office Receipt of Registration

· Registration Status Information Letter

· Local Area Determination of unknowing / not willful failure to register 

Age

· Baptismal Record

· Birth Certificate

· Report of Transfer or Discharge, DD-214

· Driver's License

· Federal, State or Local Government Identification Card


· Hospital Record of Birth

· Passport

· Public Assistance/Social Service Record

· School Record/Identification Card indicating birth date

· Work Permit

Low Income and Public Assistance

Cash Public Assistance

· Authorization to Receive Cash Public Assistance from Public Assistance Agency

· Public Assistance Check

· Public Assistance Records/Printout

· Social Service Agency Letter of Confirmation
Individual/Family Income

· Alimony Agreement

· Award letter from Veterans Administration

· Bank Statement

· Compensation Award Letter

· Court Award Letter


· Employer statement of Income Earned

· Farm or Business Financial Records

· Pay Stubs

· Pension Statement

· Quarterly Estimated Tax for Self Employed Persons (Schedule C)

· Public Assistance Records

· Social Security Benefits

· Unemployment Insurance Documents and/or Printouts

Individual Status/Family Size

· Birth Certificates

· Decree of Court

· Divorce Decree

· Landlord Statement or Lease Agreement

· Marriage Certificate


· Most Recent Tax Return

· Public Assistance/Social Service Agency Records

· Public Housing Authority Records

· Written Statement form Care Facility or Institution

Food Stamps

· Current Food Stamp Card

· Letter from Food Stamp Disbursing Agency

· Postmarked Food Stamp Mailer with Applicable Name and Address

· Public Assistance Records/Printout


Homeless

· Written statement from individual providing temporary residence

· Written statement from shelter

· Written statement from social service agency

Individual with Disability

· Letter form Drug or Alcohol Rehabilitation Agency

· Letter from Individual Education Plan (IEP) Team stating specific disability

· Medical Records

· Physician's Statement

· Psychiatrist's/Psychologist's Diagnosis


· Rehabilitation Evaluation

· School Record stating specific disability

· Social Service Records/Referral

· Social Security Administration Disability Records

· Veterans Administration Letter/Records

· Vocational Rehabilitation Letter

· Observable Condition (applicant statement needed)

· Sheltered Workshop Certification

· Workers Compensation Record

Barriers to Employment

School Dropout

· Letter of Verification from School or other social service agency 

· School Records

Basic Skills Deficient

· CASAS/KCS Score


· School Letter of Verification with Grade Level indicated

Educational Attainment one or more Grade Levels below the Grade Level Appropriate Individual's Age

· School Records

· School Verification

Pregnant /Parenting

· Birth Certificate

· Hospital Record of Birth

· Physician's Verification

· School Records

· School Program for Pregnant/Parenting Teens

· Statement from Social Service Agency

Individual with Disability

· Letter form Drug or Alcohol Rehabilitation Agency

· Letter from Individual Education Plan (IEP) Team stating specific disability

· Medical Records

· Physician's Statement

· Psychiatrist's/Psychologist's Diagnosis


· Rehabilitation Evaluation

· School Record stating specific disability

· Social Service Records/Referral

· Social Security Administration Disability Records

· Veterans Administration Letter/Records

· Vocational Rehabilitation Letter

· Observable Condition (applicant statement needed)

· Sheltered Workshop Certification

· Workers Compensation Record

Homeless or Runaway Youth

· Written statement from individual providing temporary residence

· Written statement from shelter

· Written statement from social service agency

Ex-Offender

· Court Documents


· Halfway-House Verification

· Letter of Parole

· Letter from Probation Officer

· Police Records

Foster Care

· Court Documents


· SRS Foster Care Placement Papers

· Verification of Payments made on Behalf of the Child




· Written Statement from State/Local Agency/Foster Care Program

Other Eligible Youth who Face Serious Barrier to Employment as Identified by the Local Workforce Investment Board (LWIB) in their Local Plan

Acceptable documentation for barrier(s) selected by the LWIB will be the documentation outlined within this Attachment or a DOL issuance.  If the barrier selected by the LWIB is not addressed in either this Attachment or a DOL issuance, the LWIB should define its acceptable documentation in their operational plan or through other written policy.

An individual who requires additional assistance to complete an education program, or to secure and hold employment.

Each LWIB will be required to determine acceptable documentation for this barrier in their operational plan or other written policy.

Dislocated Worker

Dislocated Worker (Other than Self-Employed)

· Letter of Verification from Employer

· Newspaper Article (for Business Closing)

· Unemployment Insurance Printout

· Written Notice from Employer




· WARN Notice to State

Dislocated Worker (Self-Employed)

· Issuance of a Notice of Foreclosure or Intent to Foreclose

· Bankruptcy filing/order 

· Letter from Lending Institution denying credit to obtain operating capital necessary to continue operations 

Letter of Self-Declaration indicating, one or more of the following:

· Inability to make further payments on loans secured by tangible assets.

· "Current Ratio" (Total Current Assets to Total Current Liabilities) is at or below the lower quartile for the type (S.I.C.) and size (current assets) as listed in the RMA Annual Statement Studies

· A Natural Disaster, including, but not limited to, any hurricane, tornado, storm, flood, high water, wind-driven water, tidal wave, tsunami, earthquake, volcanic eruption, landslide, mud slide, drought, fire, or explosion (i.e., events of nature that caused adverse conditions to cause this business failure). (Note: conditions or disasters must have occurred and must have caused a sufficient impact on business operations to demonstrate "cause and effect" relative to the permanent dislocation and subsequent unemployment of the self-employed individual).

Eligible for or Exhausted Entitlement to Unemployment Compensation

· Unemployment Benefits Check Stub

· Unemployment Compensation Determination Letter

· Unemployment Insurance Printout
Has been employed for a duration sufficient to demonstrate attachment to the workforce, but is not eligible for unemployment compensation due to insufficient earnings or having performed services for an employer that was not covered under a State unemployment compensation law

· Copy of Unemployment Compensation Determination Letter, or

· Letter of Verification from Employer, or

· Unemployment Insurance Printout

· AND

· Prior work history demonstrating at least 26 weeks of cumulative full time employment in the same industry or occupation with no more than two employers in the last 24 months.


Unlikely to Return to Previous Industry or Occupation


Letter from a One-Stop Center/Job Service Career Center indicating any one of the following:

· There are currently no open job orders or there is excess registrants (10 or more) for available jobs the applicant is qualified for within the applicants primary occupation or industry and within a reasonable commuting distance of where the applicant lives.

· There is a recent decrease in the number of job orders listed with the local One-Stop Center/Job Service Career Center in the area for the occupation 

· There are ten or more dislocated workers currently seeking employment within the same labor market area in the same industry or occupation as the applicant.

· Letter, Printout, or copy of Publication from the Kansas Department of Labor, Labor Market Information Services listing the industry or occupation as declining;

· Letter, Printout, or copy of Publication provided by a local Chamber of Commerce or Economic Development Agency that the occupation or industry is declining; or

· Documentation of two or more plant closures (including the applicant's layoff notice, if applicable) that impacted workers in the same occupation in the same labor market area within the past six months.

Displaced Homemaker

· Document Indicating Separation from Spouse

· Obituary Notice Indicating Death of Spouse

Alternate Forms of Verification

Telephone verification, document inspection, and applicant statements are alternate forms of verification which are permitted to verify eligibility factors which not otherwise documentable or which may cause undue hardship for individuals to obtain.  In using any of these three alternative forms of verification, the Local Area must develop and use a standardized form to document the reason for using Alternative Verification, the means and methods used, and the results.

Telephone Verification

WIA eligibility criteria may be verified by telephone contact with governmental or social service agencies.  Information recorded must be adequate to enable a monitor or auditor to trace back to the agency or document used.  Telephone verification must include the name of the agency representative providing the verification information.

Document Inspection

Documentation of eligibility verification may be made through document inspection when documents cannot or may not be machine-copied. Information recorded must include the name of the document inspected, the information gained, and the signature of the inspector. 

Applicant Statements

Applicant statements may only be used to document economic condition and barriers.  Applicant statements should be used only after all practicable attempts to secure documentation have failed. In addition to the Applicant's statement, the local area should record what practicable attempts have been made to secure documentation. 

· The Local Plan must contain the LWIB definition for "general economic conditions".  The definition may take into consideration declining industries, declining income compared with previous years' income as a result of reduced demand for products, or other circumstances beyond the individuals' control, such as bank actions against a business, natural disasters, etc.

· The Local Plan must contain the LWIB definition for "requires additional assistance to complete an educational program or to secure and hold employment."

· The Local Plan must contain any LWIB defined additional barrier to employment.

· The Local Plan must contain the LWIB definition for "self-sufficiency".
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