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[bookmark: _Toc221596701][bookmark: _Toc271028494]
I.  INTRODUCTION

Welcome to the WIA eligibility process. This Technical Assistance Guide (TAG) describes eligibility requirements for the Adult, Dislocated Worker and Youth programs.  

IMPORTANT NOTE:  A participant must be eligible and enrolled prior to authorizing any type of WIA payment. 

[bookmark: _Toc221596702][bookmark: _Toc271028495]A.	GETTING STARTED

New case managers should review the WIA Introduction TAG before they begin the eligibility process with an applicant.  A basic understanding of program objectives, performance goals, allowable activities, and program limitations will help set the stage for a successful relationship between the case manager and the participant.

The eligibility process must include a review of the Management Information System (MIS) and the corresponding MIS TAG.  Since MIS data entry requirements are part of the registration process, and all WIA forms are located in the MIS, familiarity with this system is a critical part of the eligibility process.  

Finally, case managers should review the Assessment TAG since initial assessment begins with an applicant’s first interview or contact. 
[bookmark: _Toc221596703][bookmark: _Toc271028496]B.	RESOURCES AND COORDINATION

Labor Market Information and Employment Services

The ultimate goal of WIA enrollment centers on employment.  Consequently, all case managers should have a keen awareness of employment trends and local labor market conditions.  They should also be familiar with employment services available through the Idaho Department of Labor (http://www.labor.idaho.gov) and for IDOL case managers, have a working knowledge of Idaho Works (http://intranet/iw) the labor exchange service available to job seekers and employers throughout Idaho. 

Community Resources

Strong local connections and a comprehensive knowledge of local resources will enhance the referral process between agencies and provide customers with the best mix of employment and training services available.  Consequently, case managers should have or should develop working relationships with other employment specialists and educators within and around the community.   Vocational rehabilitation specialists, vocational-technical teachers, high school and college counselors, veteran representatives, and other WIA case managers are a good beginning.

Another critical element of the WIA eligibility process is a working knowledge of community resources targeting basic needs such as food, clothing, shelter, and transportation. Case managers should know what is available and when to refer customers to organizations such as Health & Welfare, Idaho Housing, homeless shelters, food banks, clothing banks, substance abuse hotlines, etc.    

Dual Enrollments and Cost Sharing

Quite often a case manager will need to leverage financial resources with other employment and training programs.  Coordination and cost sharing with other programs is encouraged and enhances a participant’s ability to successfully complete WIA.   When this happens, the participant’s WIA training plan (see Assessment TAG) should identify the providers of service, the mix or sequence of services, and the financial contribution from each provider.  

Participants may also be enrolled in more than one WIA program if they meet the eligibility requirements for each program.  The primary reason for pursuing this course of action would be limited funds in one or both programs.
[bookmark: _Toc221596704][bookmark: _Toc271028497]C.	SUITABLE, APPROPRIATE, NOT AN ENTITLEMENT

Many applicants may be eligible for WIA but not appropriate for enrollment.  Their needs or expectations may not match the services available or they may need to resolve personal issues before they can benefit from enrollment.  In such cases, case managers should make appropriate referrals to other programs or services and applicants should be encouraged to reapply if/when their circumstances are such that WIA enrollment would be appropriate.  There is no limit on the number of times an applicant can apply for WIA.

Case managers are reminded that WIA is not an entitlement program and they are charged with the responsibility of enrolling applicants who are both eligible and appropriate for service.

Attachment #1 includes  applications and employment plans for youth and adult/dislocated worker populations.  This WIA-130 series should be used to determine eligibility and suitability.  Attachment #2 links to a PowerPoint presentation designed for new applicant orientations.  IDOL case managers are required to use a modified version of this model (will require minimal updates to be region specific).  Non-IDOL case managers are encouraged to develop a similar process.  
[bookmark: _Toc221596705][bookmark: _Toc271028498]D.	WIA-10 INFORMATION PAMPHLET

The WIA-10 provides applicants with general program information including equal opportunity policies and the complaint procedure.  ALL applicants should receive a copy of this publication at the time of application and have the opportunity to ask questions about the information it contains.   
[bookmark: _Toc221596706][bookmark: _Toc271028499]E.	VERIFICATION REQUIREMENTS

Documentation to support program eligibility must be submitted with each enrollment packet; a list of acceptable documents or methodologies is included at the end of each chapter.  These lists are extensive but not all inclusive.  As such, case managers may use other documents or methods if/when they confirm the eligibility item in question.  If in doubt, please contact a staff person from WIA Records or a staff person from the Grants Management Unit prior to enrolling the applicant. 

Note: any one document may verify more than one criteria. For example, if a rental agreement identifies the physical address and the family members living in the rental, it can be used to verify both residency and family size.

On the other hand, some “acceptable documents” may not be adequate if they do not verify the eligibility factor in question.  For instance, a baptismal certificate will only verify age IF it includes a birth date - some do not.  In other words, whatever document or methodology is used, it must verify the eligibility factor(s) in question.  

Documents must be readable.

Application Date, Enrollment Date, and the 45 Day Clock

The application date is the first day a case manager begins collecting eligibility information from an applicant and entering it into the MIS.  The enrollment date is the day this process is complete, eligibility factors have been verified, and the case manager completes MIS data entry requirements.  A maximum of 45 days can elapse between the application date and the date of enrollment.  

Although verification documents will reflect participant information as of the application date, demographic characteristics on the MIS should be updated to reflect the participant’s actual circumstances as of the enrollment date.  Example:  If an individual is employed when he/she begins the application process but the job ends prior to enrollment, he/she should be enrolled as “unemployed”.    

If an applicant is not enrolled within this 45 day period, the process begins again, with a new application date and (as appropriate) updated verification documents.  
[bookmark: _Toc221596707][bookmark: _Toc271028500]F.	DOCUMENT SUBMISSION

An enrollment packet (signed MIS registration form, documents that verify eligibility, etc) should follow scanning instructions included as Attachment #3 in this TAG or be mailed to the following address within 5 working days of the enrollment date.

WIA Records
Idaho Department of Labor
317 W. Main Street
Boise, ID  83735

Note:  Case managers are encouraged to use the optional WIA-02 Checklist when submitting an enrollment packet.  In addition to eligibility documents, it identifies payroll forms that should be sent to WIA Payroll and documents or copies that should be maintained as part of the case manager’s participant file.  
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[bookmark: _Toc221596708][bookmark: _Toc271028501]II.  COMMON ELIGIBILITY FACTORS

Eligibility factors described in this Chapter are common to all three programs; except for low income information.  Low income information is specific to the Adult and Youth programs.  It does not apply to the Dislocated Worker program.  A list of documents that will verify each factor is included at the end of the chapter.
[bookmark: _Toc221596709][bookmark: _Toc271028502]A. 	 IDAHO RESIDENT

To qualify for WIA services in Idaho, an applicant must be an Idaho resident.  This means the individual must reside in Idaho; a PO Box or General Delivery address by itself is not sufficient.  No minimum time factor applies so new residents to the state will meet this eligibility requirement as soon as they can provide a physical address.

Homeless individuals will also qualify as Idaho residents.  In such cases, verification from a homeless shelter or knowledgeable agency such as Health & Welfare.  Otherwise, a description of the applicant’s circumstances, such as “currently living in his/her car” or “currently staying at XYZ homeless shelter” would be recorded on a WIA 74-A Telephone Verification form or WIA 74-B Registrant Statement and included in the enrollment packet. 
[bookmark: _Toc221596710][bookmark: _Toc271028503]B.	BIRTHDATE/AGE

Applicants must be age 18 or older to apply for the Adult or Dislocated Worker programs.  Applicants must be between the ages of 14 and 21 (inclusive) to apply for the Youth program. 

Note:  Age requirements are established at enrollment so a youth who turns 22 after enrollment may continue to receive youth services until WIA activities and follow-up are complete.
[bookmark: _Toc221596711][bookmark: _Toc271028504]C.	U.S. WORK AUTHORIZED

An applicant must be authorized to work in the United States to receive WIA services.  Methods to document this requirement are located at the end of this Chapter.
[bookmark: _Toc221596712][bookmark: _Toc271028505]D.	SELECTIVE SERVICE REGISTRATION

Male applicants, age 18 or older born on or after January 1, 1960, must be registered with the U.S. Selective Service.   Males age 18 through 25 who have not yet registered, should be referred for registration prior to WIA enrollment.  Males who are enrolled in the Youth program prior to their 18th birthday must also register within 30 days of turning 18 in order to continue receiving WIA services.  If a male participant under the age of 26 refuses to register with the Selective Service, WIA services must be suspended until he registers.  

Male applicants over the age of 26 who did not register with Selective Service may receive WIA services if they can establish that their failure to register was not intentional.  In rare cases, veterans, men who were institutionalized, ill or isolated from society may be unaware of the requirement to register with Selective Service.  If the case manager determines that the applicant’s failure to register with Selective Service was not knowing and willful, the applicant may complete a Registrant Statement (74-B) explaining the reasons behind their failure to register and submit it with their eligibility documents.  Applicants whose registration cannot be verified must also obtain a Status Information Letter from Selective Service, which verifies whether or not the applicant was required to register.  The letter or verification that the letter was requested must be included in the participant file.  If a case manager determines that an applicant knowingly failed to register with Selective Service, WIA services must be denied.  Applicants denied WIA services due to their failure to register with Selective Service should be advised of WIA complaint procedures. 

Case managers are encouraged to contact the Grants Management Unit if they have questions or need additional information regarding this process.
[bookmark: _Toc221596713][bookmark: _Toc271028506]E.	VETERAN PRIORITY

A veteran or the qualifying spouse of a veteran is entitled to, and will be given priority over, a non-veteran when the veteran/qualifying spouse meets WIA eligibility requirements.  Priority extends from selection for enrollment to funding decisions after enrollment.  This means that a veteran or an eligible spouse either receives access to a service earlier in time than a non-covered person or, if the resource is limited, the veteran or eligible spouse receives access to the service instead of or before the non-covered person. 

Although veteran priority should not be confused with eligibility, case managers must verify veteran status when enrolling a veteran or qualifying spouse.  Verification documents will be submitted as part of the applicant’s enrollment packet. 

Note:  Military service that specifically qualifies an applicant for a Dislocated Worker group is covered in Chapter IV.

For purposes of this section, a veteran is defined as a person who served as least one day in the active military, naval, or air service, and who was discharged or released under conditions other than dishonorable.

Active service includes full-time Federal service in the National Guard or a Reserve component. This definition of “active service” does not include full-time duty performed strictly for training purposes (i.e., that which often is referred to as “weekend” or “annual” training), nor does it include full-time active duty performed by National Guard personnel who are mobilized by Stated rather than Federal authorities.


A qualifying spouse is the spouse of any of the following:

· Any veteran who died of a service connected disability, or
· Any member of the Armed Forces who is listed in one of the following categories for at least 90 days:  missing in action; captured in the line of duty; forcibly detained by a foreign government, or
· Any veteran who has a total disability resulting from a service connected disability.
· Any veteran who died while a disability was in existence.
[bookmark: _Toc221596714][bookmark: _Toc271028507]F.	LOW INCOME GROUPS (Adult and Youth Program)

Youth who are enrolled in WIA must be eligible for one or more of the low income groups identified in this section (see 5% exception in Youth chapter).  

Adults who qualify for any of the groups identified here, excluding cash public assistance, should be given enrollment priority over adults who do not qualify as low income. 

Note:  Idaho has determined that sufficient Health & Welfare funds exist statewide to serve public assistance recipients.  Consequently, local providers are relieved of the requirement for providing priority to this low income population.

1. Cash Public Assistance:  Receives or is a member of a family that receives cash public assistance which includes: Temporary Assistance to Needy Families (TANF/TAFI), Refugee Cash Assistance, or Supplemental Security Income (SSI) from Social Security

2. Food Stamps:  Currently receives or is a member of a household that received food stamps at any time during the 6 month period prior to application

3. Homeless:  An individual who lacks a fixed, regular, and adequate nighttime residence; and who has a primary nighttime residence that is 1) a supervised shelter designed to provide temporary living, or 2) an institution, or 3) a public or private place not designed for, or ordinarily used as, a regular sleeping accommodation

4. Foster Child:  A child on behalf of whom State or local government payments are made

5. Individual with a Disability:  An individual with a disability who is a member of a family that exceeds the low income guideline below may be considered to be a family of one if his/her own income does not exceed the amount allowed for a family of one.  An individual with a disability is a person who:

· Has a physical or mental impairment that substantially limits one or more major life activities
· Has a record of such an impairment; or
· Is regarded as having such an impairment

6. Low Income Family:  An individual who received, or is a member of a family that received income that does not exceed the low income guideline below.  For assistance in determining family size please refer to the end of this section.

Reminder: Family income for the 6 month period prior to application must be doubled to arrive at a 12 month annualized income.  This annualized amount can then be compared to the maximums listed below.  Also, since some sources of household income can be excluded from this calculation it is important to review the included/excluded income list that follows this chart.  
	LOW INCOME GUIDELINE (updated 4/05/2012)

	Family Size
	12 Month Annualized Maximum
(Prior 6 months multiplied by 2)
	Last Annual Update

	
	
	

	1
	$11,170
	R. 1/26/2012

	2
	$15,502    
	R. 3/28/2012

	3
	$21,284
	“

	4
	$26,271
	“

	5
	$31,005
	“

	6
	$36,262
	“

	7
	$41,519
	“

	8
	$46,776
	"

	Families larger than 8 should add $5,257for each additional family member.



	INCLUDED AND EXCLUDED INCOME LIST

	
Included Income

· Gross wages or salary (includes vacation, sick, severance pay, and WIA on-the-job-training wages)  Note:  Miscellaneous earnings from children that do not contribute to household support need not be included in the computation of family income.  Examples include but are not limited to part-time babysitting, lawn mowing, newspaper routes, and temporary summer 	jobs between school semesters.  
· Net self-employment income
· Dividends, interest, net rental income, net royalties, periodic receipts from estates or trusts
· Pensions - private or government employee (includes military retirement)
· Alimony
· Other regular support from an absent family member or someone not living in the household
· Regular insurance or annuity payments
· Black Lung benefits from Social Security
· Railroad retirement, strike benefits from union funds, worker's compensation, and training stipends
· College or University grants, fellowships, and assistantships, other than needs-based
· Net gambling or lottery winnings

As a rule, on-going payments are considered Included Income.    Questions regarding income should be directed to an individual from WIA Records or Grants Management.

	
Excluded Income

· Non-cash benefits (employer paid fringe benefits, food or housing received in lieu of wages, Medicare, Medicaid, food stamps, school meals, and housing assistance)
· Cash welfare payments (Including TANF/TAFI, Supplemental Security Income (SSI), Refugee Cash Assistance, and General Assistance)
· Social Security Disability Insurance payments (SSDI),
· Social Security retirement and Survivors Benefits
· Any amounts received as pay or allowances while serving on active duty as well as the following veterans benefits: service connected disability payments, Montgomery GI Bill, training/rehabilitation  benefits for service-connected disabilities, apprenticeship/OJT training payments and correspondence course benefits, dependent compensation for service-connected death payments, V.A. survivor's and dependent's educational benefits, educational assistance for enlisted members of the Selected Reserve or the Ready Reserve.
· Payments made to participants of federally assisted needs-based employment and training programs (classroom training, work experiences, internship, Job Corps)
· Needs-based scholarship assistance or financial assistance received under Title IV of the Higher Education Act (Pell Grants, Federal Supplemental Educational Opportunity Grants, and Federal Work Study)
· Capital gains
· Any assets withdrawn from a financial institution, or proceeds received from the sale of real or personal property, i.e. a house or a car
· One time unearned income (tax refunds, gifts, loans, lump-sum inheritances, one-time insurance payments or compensation for injury)

Excluded Income (cont)

· Unemployment Compensation
· Child Support 
· Payments received on behalf of foster children
· Any payment identified as excluded income under another “income-based” federal program

As a rule, one-time payments fall under the Excluded Income category.  Questions regarding income should be directed to an individual from WIA Records Grants Management.




HOW TO DETERMINE FAMILY SIZE:  The term “family” is defined as 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:

· A husband, wife, and dependent children
· A parent or guardian and dependent children
· A husband and wife

Emancipated youth are eligible for WIA if their own income does not exceed the maximum allowed for a single person.  Emancipated youth are minor youth who are married or who no longer live with, or receive support from, a parent or guardian and must depend on the generosity of others for basic needs such as food and shelter. A description of the applicant’s circumstances on a WIA 74-A Telephone Verification form or WIA 74-B Registrant Statement along with income verification (if appropriate) should be submitted with the enrollment packet.

EXAMPLES for determining family size:

John is 17 years old. He moved out of his mother’s house 10 months ago and receives no support from his father who is in prison. John tried living with his grandparents for a couple of months but that did not work for him so he has been staying with various friends over the last 6 months; none of which are related to him.   John should be considered an emancipated youth. 

Sarah, along with her twin brothers live with their grandparents.  Sarah’s age is 16 while John and Joe are 14.  Sarah has lived with her grandparents for 2 years; the twins moved in about 3 months ago.  This living arrangement suits the family’s circumstances although the grandparents do not posses any type of document that confirms legal custody for any of the children.  Sarah’s family size is FIVE

Jim is 19 and lived with his mother until 3 months ago at which time he graduated from high school and became employed.   For the last 3 months Jim has shared living expenses with a roommate.   Jim is a single person (reflected as a family of ONE on the Low Income Guideline)

Jane is 17 and has not lived with or received support from her parents for over a year.  She lived with her boyfriend and his parents for 6 months; stayed with an older sister for 2 months; and is currently living with her aunt who recently delivered an ultimatum “return to school, find a job, or find another place to live”.  Jane should be considered an emancipated youth.


	[bookmark: _Toc221596715][bookmark: _Toc271028508]G.     ACCEPTABLE DOCUMENTS LIST


	REMINDER:  These lists are extensive but other documents may be used if they verify the item in question.  Only one document is required (per factor) although some documents may verify multiple factors.  As appropriate, documents should be CURRENT, i.e. driver’s license, phone directory, etc. 

	1.  IDAHO RESIDENT – Required for all programs

	
· Phone Directory (copy of applicable page)
· Hunting or Fishing License
· Driver’s License
· Federal, State or Local Government ID
· Housing Authority Verification
· Insurance Policy (Residence or Auto)
· Landlord Statement
· Lease
· Library Card
· Medicaid/Medicare Card
· Postmarked Envelope Addressed to the Applicant
· Property Tax Record
· Public Assistance Records
· Rent Receipt
· School Records
· Selective Service Registration Card
· Statement or Printout from another Government Agency
· Utility Bill
· WIA Telephone Verification Form (WIA 74-A)*
· WIA Registrant Statement Form (WIA 74-B)
	


	2.  BIRTH DATE/AGE – Required for all programs

	
· Baptismal or Church Record if date of birth is shown
· Birth Certificate
· DD-214 Form
· Driver's License
· Federal, State or Local Government ID
· Hospital Record of Birth
· Passport
· Public Assistance/Social Service Records
· School Records
· WIA Telephone Verification Form (WIA 74-A)*
*Qualifies as data match for data validation.

	3.  U.S. WORK AUTHORIZED – Required for all programs

	
· Verification Document(s) that Satisfy List A of the I-9 (see I-9 facsimile next page)
· Verification Document(s) that Satisfy List B and C of the I-9 (see I-9 facsimile next page)

Note: If not using I-9 documents, any one of the following will verify a person’s U.S. work authorization

· Alien Registration Card Indicating Right to Work (INS I-151, I-551, I-94, I-688A, I-197, I-179)
· Baptismal Certificate (if place of birth is shown)
· Birth Certificate
· Food Stamp/TANF/TAFI/Public Assistance Records
· Form DD-214 (If Place of Birth is Shown) 
· Hospital Record of Birth
· Native American Tribal Document
· Naturalization Certification
· Social Security Administration NUMI Printout
· Unexpired Foreign Passport Stamped Eligible to Work
· U.S. Passport
· WIA Telephone Verification Form (WIA 74-A)*


	
4. SELECTIVE SERVICE REGISTRATION – Required for all males born on or after 1/1/1960


	
· Acknowledgement Letter from Selective Service
· Military Form DD-214
· Screen printout from Selective Service Internet site: https://www.sss.gov/RegVer/wfVerification.aspx 
· Selective Service Advisory Opinion Letter
· Selective Service Registration Card
· Selective Service Registration Record (Form 3A)
· Selective Service Verification Form
· Stamped Post Office Receipt of Registration
· WIA Telephone Verification Form (WIA 74-A)*
· WIA Registrant Statement Form (WIA 74-B)


	
5.  VETERAN PRIORITY (when applicable)


	· Department of Defense Acknowledgement Letter
· Military Form DD-214
· Veteran Affairs Letter
· WIA Telephone Verification Form (WIA 74-A)*



*Qualifies as data match for data validation.
FACSIMILE OF I-9 LISTS
[image: ]







	

6.  LOW INCOME GROUPS    A youth must qualify for at least one of the following groups to be eligible.  An adult must qualify for at least one group to receive priority


	A.  CASH PUBLIC ASSISTANCE
· Notice of Decision from Health & Welfare
· Public Assistance Check
· Public Assistance Identification Card Showing Cash Grant Status
· Public Assistance Records/Printout
· Refugee Assistance Records/Printout
· Statement from Health & Welfare
· WIA Telephone Verification with Health & Welfare (WIA 74-A)*

B.  FOOD STAMPS
· Notice of Decision from Health & Welfare
· Food Stamp Receipt
· Postmarked Food Stamp Mailer with Applicable Name and Address
· Public Assistance Records/Printout
· Statement from Health & Welfare
· WIA Telephone Verification with Health & Welfare (WIA 74-A)*

C.  HOMELESS
· Statement from a Knowledgeable Organization (Food Bank, Shelter, Church, Social Service Agency, etc.)
· Statement from an Individual Providing Temporary Shelter
· WIA Telephone Verification Form (WIA 74-A)*
· WIA Registrant Statement Form (WIA 74-B)

D.  FOSTER CHILD
· Court Records/Documentation
· Health & Welfare Records
· WIA Telephone Verification Form (WIA 74-A)*
· Statement from a Knowledgeable Agency or Official (School Counselor, Social Worker, Court Clerk, etc)





*Qualifies as data match for data validation.
	6.  LOW INCOME GROUPS (continued)

	E.  INDIVIDUAL WITH A DISABILITY and LOW INCOME

	
DISABILITY

· Letter from Drug or Alcohol Rehab Agency
· Medical Records
· Observable Condition (Case Manager Statement)
· Physician's Statement
· Psychiatrist or Psychologist Diagnosis/Statement
· Rehabilitation Evaluation
· School Official Statement
· Sheltered Workshop Certification
· Social Security Disability Records
· Social Service Records/Referral
· Telephone Verification (Form WIA-74-A)*
· Veterans Administration Letter/Records
· Vocational Rehabilitation Letter/Statement
· Workers Compensation Records/Statement
	
INCOME

· Alimony Agreement
· Award Letter from Veterans Administration
· Bank Statements (Direct Deposit)
· Compensation  or Court Award Letter
· Employer Statement
· Farm or Business Financial Records
· Housing Authority Verification
· Pay Stubs
· Pension Statement
· Public Assistance Records
· Quarterly Estimated Tax for Self-Employed Persons (Schedule C)
· Registrant Statement (Form WIA 74-B)
· Social Security Benefits Records
· Telephone Verification w/Employer (Form WIA74-A)*
· Unemployment Insurance Document or Printout

	F.  FAMILY SIZE and LOW INCOME

	
FAMILY 
· Social Security Card(s)
· Decree of Court
· Divorce Decree
· Landlord Statement
· Lease
· Marriage Certificate
· Most Recent Tax Return
· Public Assistance/Social Service Agency Records
· Registrant Statement (Form WIA 74-B)
· Telephone Verification (Form WIA 74-A)*


*Qualifies as data match for data validation.
	
 INCOME

· Alimony Agreement
· Award Letter from Veterans Administration
· Bank Statements (Direct Deposit)
· Compensation or Court Award Letter
· Employer Statement
· Farm or Business Financial Records
· Housing Authority Verification
· Pay Stubs
· Pension Statement
· Public Assistance Records
· Quarterly Estimated Tax for Self-Employed Persons (Schedule C)
· Registrant Statement (Form WIA 74-B)
· Social Security Benefits Records
· Telephone Verification w/Employer (Form WIA 74-A)*
· Unemployment Insurance Documents or Printout




[bookmark: _Toc221596716][bookmark: _Toc271028509]III.  ADULT ELIGIBILITY
	[bookmark: _Toc221596717][bookmark: _Toc271028510]A.     ADULT ELIGIBILITY SNAPSHOT


	
· Age 18 or older
· Idaho Resident or Homeless
· US Work Authorized
· Selective Service Registrant (if applicable)
· Veteran Priority (if applicable)
· Low Income Priority (if applicable)

Note:  Low income status should be verified whenever possible.  However, if the pursuit of such documentation presents a hardship for the applicant, the case manager may note the hardship and submit the enrollment without low income verification.

· Intensive, and Training Services
· Self-Sufficiency Test for employed workers
· Common eligibility factors and priority to low income groups is covered in Chapter II



[bookmark: _Toc221596718][bookmark: _Toc271028511]B.	INTENSIVE AND TRAINING SERVICES

An unemployed adult who cannot find a job via core services may receive intensive services if the case manager determines such services are necessary for the participant to obtain employment.  

An employed adult may also receive intensive services if his/her current job does not qualify as self-sufficient and the case manager determines intensive services are necessary to obtain a job that leads to self-sufficiency. 

Information regarding the need for Intensive Services is documented in the participant’s Employment Plan (WIA-130) and on the Employment Status Attestation (WIA-74C) at time of enrollment.

· Self-Sufficiency Test for Employed Workers

An employed Adult in a permanent position is considered “self-sufficient” if his/her projected family income will exceed 200% of Poverty.

Example:  A participant with 2 children finds a permanent job paying $10.20/hour.  Assuming the participant works 40 hours per week and has no other included income, earnings for the year should be $21,216 ($10.20/hour multiplied by 2080 hours). Since the projected income is significantly less than 200% of the poverty guideline for a family of 3 the participant is eligible to receive intensive services IF the case manager determines enrollment is appropriate and services will (or can) lead to self-sufficiency.
	EMPLOYED WORKER
SELF-SUFFICIENCY GUIDELINE
200% of Poverty  (2/6/2012)

	Note:  Income such as Unemployment Insurance and Social Security should be excluded from this calculation.  Review Chapter II for a complete list of income that may be excluded.

	Family Size
	Projected Household Income
(next 12 months)
	Source:  Federal Register

	1
	$22,340
	R. 1/26/2012

	2
	  30,260
	“

	3
	  38,180
	“

	4
	  46,100
	“

	5
	 54,020
	“

	6
	 61,940
	“

	7
	 69,860
	“

	8
	 77,780
	“

	*see example above

	
For family units with more than 8 members, add $7,920 for each additional member.




An Adult who cannot find permanent employment after receiving intensive services may receive training services if the case manager determines such services are necessary for the participant to obtain employment that leads to self-sufficiency.  Training services should be linked to employment opportunities in the local area or another area to which the participant is willing to relocate.  Documentation to support training (activities such as vocational or academic classroom training and on-the-job training) must be recorded in the participant’s WIA Training Plan. 

	
C.  ACCEPTABLE DOCUMENTS LIST


	
An Adult enrollment must include common eligibility documents from Chapter II along with the employment status attestation identified below.


	
SELF-SUFFICIENCY DETERMINATION

	
Employment Status Attestation (WIA Form 74-C)
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	[bookmark: _Toc221596720][bookmark: _Toc271028514]A.	DISLOCATED WORKER ELIGIBILITY SNAPSHOT


	· Age 18 or older

· Idaho Resident or Homeless

· US Work Authorized

· Selective Service Registrant (if applicable)

· Veteran Priority (if applicable)

· Eligible Groups - must qualify for at least one of the 5 groups below:

1. Recently Separated

· Terminated, discharged, laid off or received notice of such, and
· Eligible for or exhausted unemployment insurance (see exceptions) and
· Unlikely to return to a previous industry or occupation 

2. Plant Closure/Substantial Layoff

· Lay off due to a permanent closure or substantial layoff, or
· Employed at a facility that has announced a closure within 180 days, or
· Employed at a facility that has announced a closure beyond 180 days (services are limited)

3. Self-Employed

Was self-employed but is now unemployed as a result of general economic conditions or natural disasters.  Contributing family members may also be eligible.

4. Displaced Homemaker

An individual who has been providing unpaid services to family members, and
has been dependent on the income of another family member but is no longer supported by that income, and is unemployed or underemployed.

5. Governor’s Group

An eligible group defined and approved by the governor 

· Intensive and Training Services 
· Self-Sufficiency Test for Re-Employed Workers

· Information regarding common eligibility factors is covered in Chapter II
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In determining Dislocated Worker eligibility several factors are considered.   These include a participant’s connection to an industry or occupation, an involuntary separation from that employment, combined with a low probability of returning to the industry or job of dislocation.  Displaced homemaker eligibility is similar, in that, the applicant was providing unpaid services to family members, was dependent on another family member’s income but is no longer supported by that income, and needs help finding or upgrading employment.

Termination, discharge, and layoff refer to involuntary separations. An applicant will qualify as having been “laid off, discharged, or terminated” if the State’s Unemployment Insurance Unit determines in his/her favor and allows unemployment insurance benefits

Typically, a layoff will be recognized as permanent unless the applicant’s unemployment insurance record reflects “job attached”.  

Within “three years” of enrollment is the timeframe from which the qualifying layoff, military discharge, termination or ending of self-employment must have occurred.  Displaced homemaker status must also have occurred within this 3 year time frame.

An applicant may be considered “unlikely to return” if current labor market data reflects a lack of employment opportunities in the industry or occupation. Based on the fundamental difference between military and civilian employment, recently separated veterans automatically meet this criteria. This condition may also be demonstrated by four weeks of unemployed time where the applicant has attempted, but has been unsuccessful in obtaining employment.  It can also be met when medical restrictions limit or prohibit an applicant’s return to previous employment.  

“Substantial lay off” is defined as a reduction in force of at least 500 employees OR at least 50 employees if they make up at least 33% of the work force.  This definition means a single site during a 30 day period and excludes employees working less than 20 hours per week.  

A “general announcement " is a verifiable form of communication from the employer or authorized representative informing the public or the employees of a business closure.  A general announcement should include a planned closure date.

“Attachment to the workforce” can be demonstrated by full time employment (30 hours a week or more) in the same or similar occupation, for at least one of three years immediately preceding the WIA application. Verification of workforce attachment is only necessary when an applicant worked for an employer who was not covered under UI or the applicant was not eligible for unemployment insurance due to insufficient earnings.

Not Eligible

Individuals who are unemployed due to seasonal conditions are not eligible

Individuals who are on a temporary layoff are not eligible

Individuals who voluntarily retire from employment or military service are not eligible

Not Eligible (cont)

Individuals who voluntarily quit a job are not eligible unless the Unemployment Insurance Unit has determined the decision to quit was warranted and allows benefits

Individuals who were fired from employment are not eligible unless the Unemployment Insurance Unit has determined in favor of the employee and allows benefits

Note:  Unusual situations or exceptions should always be reviewed with a staff person from WIA Records or Grants Management.
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An applicant must be eligible for at least one of the five groups identified in this section


	
1.	Recently Dislocated:  An individual must meet all three of the criteria identified below.

a.	Has been terminated or laid off (includes recently discharged veterans) or received a notice of termination or layoff from employment, and

Reminder:  Seasonal or temporary layoffs do not qualify. Also, an applicant who quit or was fired from a job will not qualify unless the State Unemployment Insurance Unit rules in favor of the applicant and allows benefits.

b.	Is eligible for or has exhausted unemployment insurance or can otherwise demonstrate an attachment to the workforce, and

c. Is unlikely to return to the industry or job of dislocation

Demonstrated by labor market data; statement from the case manager regarding a lack of employment opportunities in the industry; military DD214; or four weeks of unemployed time where the applicant has attempted, but has been unsuccessful, in attaining employment


	
2.	Plant Closure or Substantial Layoff:  An individual must be eligible for one of the groups identified below.

a. Has been terminated or laid off, or has received a notice of termination or layoff due to a permanent closure or substantial layoff at a facility, or

b. Currently employed at a facility where the employer has made a general announcement that the facility will close within 180 days; or

c. Currently employed at a facility where the employer has made a general announcement that the facility will close after 180 days.  Applicants from this group may only receive core services and are not eligible to receive supportive services.







	
3.	Self-Employed

An applicant who was self-employed (includes farmers, ranchers, and fishermen) but is now unemployed due to general economic conditions in the community in which the individual resides or because of natural disasters.  Business failure due to economic conditions can be demonstrated by the forced sale of a business, bankruptcy or foreclosure.  State policy allows contributing family members to be served in this group. 

In order to qualify for the self-employed group, applicants must be able to demonstrate a successful self-employment connection followed by an involuntary separation due to economic conditions or natural disaster.  Consequently, an applicant who voluntarily sells a business or leaves self-employment for personal reasons does not meet the criteria.  Neither does an applicant who states his/her business did not comply with state and federal requirements (tax returns, quarterly reports, etc.) because the business seldom or never made a profit. 


	
4.	Displaced Homemaker

An individual (including the spouse of a dislocated worker) who has provided unpaid services to family members in the home, and 

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 in obtaining or upgrading employment

Underemployed is defined as a worker who is working part time but desires fulltime, or is working in employment not commensurate with the worker’s education or skill level.


	
5.	Governor’s Group

	An eligible group defined and approved by the governor – typically as a result of natural disasters or a severe economic downturn.  This section will be updated when the Governor designates such a group.
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An unemployed dislocated worker who cannot find employment via core services may receive intensive services if the case manager determines such services are necessary for the participant to obtain employment.  Intensive services include activities such as in-depth assessment, out-of-area job search, and relocation.

A re-employed dislocated worker may also receive intensive services if his/her job does not qualify as self-sufficient and the case manager determines intensive services are necessary to obtain a job that leads to self-sufficiency.  

Information regarding the need for Intensive Services is documented in the participant’s Employment Plan (WIA-130) and on the Employment Status Attestation (WIA-74C) at time of enrollment.

Self-Sufficiency Test for Re-Employed Workers

Self-sufficient employment for a dislocated worker is normally defined as a permanent job paying at least 90% of the dislocation wage.  However, case managers may also use the Adult definition which compares household income to family size (see chart below) if this better suits the applicant’s circumstances.  
	
Example:  An applicant with two children finds a permanent job paying $10.20/hour (95% of the dislocation wage of $10.74).  Assuming the applicant works 40 hours per week and has no other included income, earnings for the year should be $21,216 ($10.20/hour X 2080 hours).  Although the new wage is 95% of the dislocation wage, the projected household income is significantly less than 200% of the poverty guideline for a family of *3 (see chart below).  Consequently the applicant is eligible to receive intensive services IF the case manager determines that enrollment is appropriate and services will (or can) lead to self-sufficiency. 

Reminder:  Self-sufficiency also applies to qualifying family members of a displaced homemaker.   In other words, if a displaced homemaker is eligible for WIA due to a family member’s dislocation, that family member’s re-employment must be considered before the displaced homemaker is eligible to receive intensive services. 

	RE-EMPLOYED WORKER
SELF-SUFFICIENCY GUIDELINE (updated 2/2/2011)

	Permanent job paying at least 90% of the dislocation wage, or

Projected household income that falls below 200% of Poverty   Income such as child support and Social Security should be excluded from this estimate.  Review Chapter II for a complete list of income that may be excluded.

	Family Size
	
Projected Annual Income
200% of Poverty

	Source:  Federal Register

	1
	$21,780
	R. 1/20/2011

	2
	$29,420
	”

	*3
	$37,060
	“

	4
	$44,700
	“

	5
	$52,340
	“

	6
	$59,980
	“

	7
	$67,620
	“

	8
	$75,260
	“

	
*References example in this section
For family units with more than 8 members, add $7,640 for each additional member.



A dislocated worker who cannot find a permanent job after receiving intensive services may receive training services if the case manager determines such services are necessary for the individual to obtain employment that leads to self-sufficiency.  Training services should be linked to employment opportunities in the local area or another area to which the participant is willing to relocate.  Documentation to support training (activities such as vocational or academic classroom training and on-the-job training) must be recorded in the participant’s WIA Training Plan. 
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A Dislocated Worker enrollment must include common eligibility documents from Chapter II, and documents that support one of the five eligibility groups identified below.  An employment status attestation must also be submitted with each new Dislocated Worker enrollment, see item #6 below.

Note:  Documentation must connect the applicant to the employer of dislocation.  In many cases, the connection will be obvious such as a layoff notice addressed to the individual.  In other cases, such as a media article, a connection may not be apparent.   In these situations, a recent pay stub, employee ID, etc., may also be necessary to connect the applicant to the business.  

	1.  RECENTLY DISLOCATED – verify all 3 elements

	
Termination/Discharge/Layoff or Impending Termination/Discharge/Layoff  

Unemployment Insurance Form 501 (separation statement)
Unemployment Insurance Non-Monetary Determination
Telephone Verification with Employer (WIA Form 74-A)*
Trade Act Eligibility Document(s) that confirms the layoff
Statement from an IDOL Regional Economist
Employer or Union Representative letter
Copy of a printed media article with publication date and source
Military DD214

AND UI Eligible or UI Exhausted or *Otherwise Attached to the Workforce

Automated UI Screens
Unemployment Insurance Documents
Statement from UI Representative
*Pay stubs that reflect a minimum of 1560 hours in the occupation (proves attachment)
*Statement by the employer (proves attachment)
*W-2 and/or Tax Returns (proves attachment)
AND Unlikely to Return
Case Manager Statement Regarding Labor Market Conditions 
Automated UI Screens that reflect “not employer attached” and “4 weeks unemployed”
IDOL or USDOL Labor Market Information (CIS or Job Central that indicate a lack of availability)
Letter from Doctor or Vocational Rehabilitation Counselor
Military DD214
*Qualifies as data match for data validation.

	
2.  PLANT CLOSURE OR SUBSTANTIAL LAYOFF – verify only 1 element

	
Plant Closure or Substantial Layoff,

State Approved WARN Notice
Lay off notice from the Employer or Union Representative 
Media Article that Includes Source and Date 
IDOL Labor Market Analyst Statement
UI Document that Confirms Plant Closure or Substantial Layoff

OR  Announcement that Facility Will Close Within 180 Days

Media Article that Includes Source and Date
IDOL Labor Market Analyst Statement
Employer or Union Representative Letter/Statement 

OR  General Announcement that Facility Will Close Beyond 180 Days (core services only)

Media Article that Includes Source and Date
IDOL Labor Market Analyst Statement
Employer or Union Representative Letter/Statement


	3.  SELF-EMPLOYED

	
Bankruptcy or Foreclosure Documents 
Tax Documents 
Statement from an Accountant, Bookkeeper or Tax Preparer
Monthly Profit and Loss Statements
Any Document Confirming the Business Failure was due to Economic Conditions or Natural Disaster


	4.  DISPLACED HOMEMAKER

	
Divorce Documents
Death Certificate
Registrant Statement (Form WIA 74-B)
Copies of Dislocated Worker Documents for a Qualifying Spouse  (examples:  WARN notice, lay off notice,  spouse’s MIS registration)  

Reminder:  many of these documents may require a “release of information” signed by the spouse.




*Qualifies as data match for data validation.

	5.  GOVERNOR’S GROUP

	
To be determined


	
6.  SELF-SUFFICIENCY DETERMINATION (required for all Dislocated Workers at time of enrollment)


	
Employment Status Attestation (WIA Form 74-C)
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V.  YOUTH ELIGIBILITY
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· Age 14-21 inclusive
· Idaho Resident or Homeless
· US Work Authorized
· Selective Service Registrant (if applicable)
· Veteran Priority (if applicable)
· Low Income Requirement
· 5% Exception to Low Income Requirement
· Barrier to Employment
· Acceptable Documents List
· Common eligibility factors and low income requirements are covered in Chapter II




B.	ELIGIBILITY FRAMEWORK

Eligible youth must meet low income requirements identified in Chapter II and have a barrier to employment. The only exception to the low income requirement is described in C. 5% EXCEPTION to LOW INCOME below. Qualifying barriers are defined in this chapter along with documents that can be used to verify them.  

A parent or guardian signature is required on the WIA-01 automated enrollment form for youth under the age of 18 UNLESS the youth is married or emancipated.  In such cases the youth applicant may sign his/her own enrollment documents.

Emancipated youth are minor youth who are married or who no longer live with, or receive support from, a parent or guardian and must depend on the generosity of others for basic needs such as food and shelter. A marriage certificate or a description of the applicant’s circumstances on a WIA 74-A Telephone Verification form or WIA 74-B Registrant Statement along with income verification (if appropriate) should be submitted with the enrollment packet.

Effective July 1, 2009, priority will be given to eligible youth who are appropriate for service and included in one or more of the following groups:

	· Offender 
	· Disabled

	· Pregnant or Parenting
	· Aging out of Foster Care



Reminder:  Age requirements are established at enrollment so a youth who turns 22 after enrollment may continue to receive youth services until WIA activities and follow-up are complete.
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Each region has an option to enroll youth applicants who do not meet low income criteria if the applicant has a barrier to employment and is otherwise appropriate for service.  WIA allows up to five percent of the region’s youth enrollments to be enrolled using this 5% rule.

However, due to the regional limit imposed on this small eligibility group case managers must contact their grants manager before proceeding with a 5% enrollment.   The applicant’s enrollment packet should include a copy of the email or a written notation regarding the case manager’s conversation with the grants manager.

Reminder:  some of the barrier groups identified below automatically qualify as low income so a 5% enrollment is not necessary.  For example:  a youth who is “homeless” qualifies as both low income and having a barrier to employment.
[bookmark: _Toc221596729][bookmark: _Toc271028522]D.	BARRIERS TO EMPLOYMENT  

A youth must also qualify for at least one of the following:

1. Deficient in basic literacy skills:
	Computes or solves problems, reads, writes, or speaks English at or below grade level 8.9; or
	Is unable to compute or solve problems, read, write, or speak English at a level necessary to function on the job, in the individual’s family or in society.
2. School dropout
3. Homeless, runaway or foster child (further defined in Chapter II)
4. Pregnant or parenting
5. Offender (is or has been subject to any stage of the criminal justice process or who requires assistance in overcoming artificial barriers to employment resulting from a record of arrest or conviction)
6. Disabled; includes learning disabilities (further defined in Chapter II)
7. Has repeated at least one secondary grade level or is one or more grade levels behind age appropriate level
8. Has a core GPA of less than 1.5 or is a postsecondary student deemed by a school official to be on academic probation
9. Is at least two semester credits behind the rate required to graduate from high school for each year of secondary education
10. Is an individual who does not speak English as their primary language and who has a limited ability to read, speak, write or understand English
11. Has a family history of chronic unemployment (during the two years prior to application, family members were unemployed longer than employed)
12. Is an emancipated youth
13. Is a current or previous dropout or is deemed at risk of dropping out of school by a school official
14. Has been suspended two or more times from school or has been expelled
15. Has been referred to or is being treated by an agency for depression or a substance abuse-related problem
16. Has experienced a recent traumatic event (within two years of application), is a victim of abuse, or resides in an abusive environment as documented by a school official or professional

Barriers (continued)

17. Has aged out of foster care
18. Is a youth 16 years of age or older who has not held a job for longer than three months or is currently unemployed and was fired from a job within six months of application
19. Is participating in alternative education
20. Receives, or is a member of a family who receives cash payments under a federal, State or income based public assistance program
21. Has been determined eligible to receive Food Stamps within the six months prior to application
22. Is 18-21 years of age and has been unemployed for the last six months
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Youth enrollment packets must include common eligibility documents identified in Chapter II along with a document(s) that verifies at least one barrier (only one is required).  Reminder:  5% enrollments should include a copy of the authorizing email or a written notation regarding the case manager’s conversation with his/her grants manager.

Many youth barriers have common elements and can be verified by a single document or contact with a specific agency.  Example…a local school district can verify dropout status, credit deficiencies, learning disability, etc.   Consequently, we have grouped barriers by subject matter below. 

Reminder:  The verifying document or methodology must address the specific barrier being used for eligibility.  Dated material should be current or timely (example: documents verifying food stamp status should be dated within the 6 month period prior to application).


	1. Barriers Relating to Education

	1. Basic Skills Deficient
2. School Dropout
3. Learning Disability
4. Repeat or Behind a Grade
	5. GPA <1.5 or Academic Probation
6. Credit Deficient
7. English not Primary Language
	8. Previous Dropout or At-Risk
9. Suspended or Expelled
10. Alternative Education

	
· School Records
· Standardized Tests
· Individual Education Plan (IEP)
· Statement from School Official
· Statement from any Cognizant Agency or Official (Vocational Rehabilitation, Law Enforcement, Clergy, Sheltered Workshop, City, County, State Program, etc.)
· WIA Telephone Verification Form (WIA 74-A*)
· WIA Registrant Statement Form (WIA 74-B)



*Qualifies as data match for data validation.

	2. Barriers Relating to Circumstance

	1. Homeless, Runaway or Foster Child
2. Pregnant or Parenting
3. Offender
	4. Disabled
5. Emancipated
6. Depression or Substance Abuse
7. Traumatic Event or Abuse
	8. Aged out of Foster Care
9. Public Assistance
10. Food Stamps

	
· Court Records
· Printout from https://www.idcourts.us/repository/start.do
· Printout from http://www.ncsconline.org/wc/courtopics/statelinks.asp?id=62
· Birth Certificate or Hospital Record of Birth (parenting)
· Physician Statement
· Foster Child Payment Confirmation
· Police Record
· Letter of Parole
· Notice of Decision, Printout, or Record from Health & Welfare
· Food Stamp Receipt, or Mailer
· Statement from Homeless Shelter
· Statement from Individual Providing Temporary Shelter
· Statement from Social Service Agency
· Statement from Halfway House or Probation Officer
· Statement from any Cognizant Agency or Official (Voc Rehab, School, Law Enforcement, Clergy, Sheltered Workshop, City, County, State Program, etc.) that has knowledge of the barrier
· WIA Telephone Verification Form (WIA 74-A*)
· WIA Registrant Statement Form (WIA 74-B)


	3.  Barriers Relating to Unemployment / Work History

	
1. Family History of Chronic Unemployment
2. 16-21 Years Old with Poor Work History
3. 18-21 and Unemployed Last 6 Months


	· Statement from any Cognizant Agency or Official (Voc Rehab, School, Law Enforcement, Clergy, Sheltered Workshop, City, County, State Program, etc.) that has knowledge of the barrier
· WIA Telephone Verification Form (WIA 74-A*)
· WIA Registrant Statement Form (WIA 74-B)
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To find a specific term or reference, follow the word search instructions below.

· Hold down the Ctrl button on your keyboard and press the “F” key. A “Find and Replace” box will appear – like the facsimile below.

[image: ]

· Type in the name or heading you are looking for in the “Find what” box
· Click the “Find Next” button and it will take you to the first place the text appears in the document
· Continue to click the “Find Next” button and it will take you to all the locations where the text is listed in the document


ATTACHMENT #1

130 Youth Application
 https://labor.idaho.gov/applications/wia/WIAFram14.htm


130 Adult/DW Application
https://labor.idaho.gov/applications/wia/WIAFram14.htm


 
ATTACHMENT #2

WIA SCANNING

WIA providers may scan and submit participant enrollment and exit documents according to the information contained here. As a reminder, the optional WIA-02 Checklist may prove helpful in this process.

Non-IDOL providers may mail or scan files to a disk or CD and mail them to WIA Records in Boise.  Since participant files contain Social Security numbers and other sensitive data, case managers should not send them via e-mail.

IDOL offices may scan and save files to secure shared drives by following local office scanning instructions for creating a PDF document.  Note:  once files are renamed and moved from a local office share drive to the WIA drive, they should not be moved or changed.  

Naming files:

To allow for consistency and ease in archiving all case managers should name and save files as follows:

· For enrollment: Last name (space) last 4 digits of SSN (space) enrollment documents Example:  Smith 1234 enroll 

· For exit: Last name (space) last 4 digits of SSN (space) exit documents 
	Example: Smith 1234 exit

· For all other documents including additional documents requested by WIA Records: Last name (space) last 4 digits of SSN (space) description of document 
	Example: Smith 1234 OJT Contract.

REMINDERS AND TIPS

If a participant file contains documents that are double sided, make a copy of each side and incorporate them into the file before scanning the document.  

Documents must be readable.

Use only white paper and copy small items to a standard sheet of 8-1/2 x 11 paper instead of using tape.  (colored paper, tape and most highlighter colors do not scan well).  If/when a highlighter is used, please use yellow. 

As noted in the example above, other documents such as OJT contracts, job descriptions, internship agreements, etc., can be scanned and submitted over the course of the enrollment.

Please make sure forms are complete and sent to the appropriate recipient.  Participant payroll forms such as W-2’s, timesheets, etc., should be mailed directly to WIA Payroll.

Participant payment documents such as the WIA-04 and original receipts/invoices should not be scanned.  Please contact WIA Payroll staff if you have questions regarding the submission of any payment document.
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