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The purpose of the Eligibility Technical Assistance Guide (TAG) is to provide policy and procedures for Idaho's WIOA service providers to use when determining eligibility and providing services governed by the Workforce Innovation and Opportunity Act (WIOA) for both Adult and Dislocated Worker clients. 
Background 
The WIOA Title 1B Adult program provides workforce activities that increase, particularly for individuals with barriers to employment, the employment, retention, earnings, and attainment of recognized postsecondary credentials of adults age 18 and older. 
The WIOA Title 1B Dislocated Worker (DW) program provides services to individuals who have been terminated, laid off, or have received notice of termination or layoff, from employment generally due to plant closures or downsizing. Self-employed individuals who are unemployed due to general economic conditions and individuals who meet the WIOA definition of a displaced homemaker may also be eligible for services. 
Idaho's One Stop System 
Idaho's One-Stop system includes, but is not limited to, Adult Education and Family Literacy, Vocational Rehabilitation, Idaho Council for the Blind and Visually Impaired, Idaho Department of Labor (Adult, Dislocated Worker, Youth, Employment Services, Jobs for Veterans, Trade Adjustment Assistance) and Senior Community Service Employment Program. 
WIOA self-service and informational career services are designed to be universally delivered within the one-stop system. Services to determine eligibility for WIOA participation are provided to registered participants. A registered participant has completed a Job Seeker registration through IdahoWorks
Suitable, Appropriate, not an Entitlement
Many applicants may be eligible for WIOA but are 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, career planners should make appropriate referrals to other service providers (within and outside the one-stop system). Applicants should be encouraged to reapply if/when their circumstances are such that WIOA enrollment would be appropriate. 

WIOA is not an entitlement program. Career planners are charged with the responsibility of enrolling applicants who are both eligible and appropriate for service. There is no limit on the number of times an applicant can apply for WIOA. Career planners must confirm eligibility through an examination of required documentation. See the WIOA Eligibility and Verification Checklist for documentation requirements.  

A participant must be eligible and enrolled prior to authorizing any type of WIOA payment.
Equal Opportunity (EO)

To ensure compliance with EO guidelines, information collected on every individual who is interested in being considered for WIOA enrollment and who has signified that interest by submitting personal information must be entered into IdahoWorks. To comply with EO guidelines, career planners must ensure information on gender, age, race, ethnicity and disability status is collected when an individual begins the application process. 

Note: Applications entered in IdahoWorks without registration will not be included in any management or performance reports. 
Data Validation: 
Career planners must collect documentation verifying a variety of criteria selected in IdahoWorks for data validation purposes. Additional data validation requirements will be forthcoming.  
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WIOA has removed the sequence of service requirement requiring an individual complete an intensive service before receiving training services. Other than a determination of need, there is no requirement that additional career services be provided before an individual enrolls in training. 
[bookmark: _Toc458157239]Career Services 
Career services for adults and dislocated workers must be available to all adults and dislocated workers accessing the one-stop delivery system.  However, not all individuals will receive all services as services are tailored to the individual needs of the job seeker.  

WIOA provides three types of career services: 
• Basic career services; 
• Individualized career services; and 
• Follow-up services. 

Basic Career Services 

Basic career services must be made available to all individuals seeking services in the one-stop delivery system and, at a minimum, must include the following services: 

· Determination of whether the individual is eligible to receive assistance from the adult, dislocated worker, or youth programs; 

· Outreach, intake (including identification through the state's worker profiling and Reemployment Services system of unemployment insurance (UI) claimants likely to exhaust benefits), and orientation to information and other services available through the one-stop delivery system; 

· Initial assessment of skills levels to determine literacy, numeracy, and English language proficiency, as well as assessments to determine aptitudes, abilities (including skills gaps), and support service needs; 

· Labor exchange services, including job search, placement assistance, and career counseling, when needed. This includes providing information on nontraditional employment and in-demand industry sectors and occupations; 

· Provision of referrals to and coordination of activities with other programs and services, including programs and services within the Idaho one-stop system and, when appropriate, other workforce development programs;

· Provision of workforce and labor market information, including information relating to local, regional, and national labor market areas, including: 
· job vacancy listings in labor market areas; 
· information on job skills necessary to obtain the vacant jobs listed; and 

· information relating to local occupations in demand and the earnings, skills requirements, and opportunities for advancement in those jobs; 

· Provision of performance information and program cost information on eligible providers of training services by program and provider type; 

· Provision of information, in usable and understandable formats and languages, about how the service provider is performing on local performance accountability measures, as well as any additional performance information relating to the Idaho workforce system; 

· Provision of information and appropriate referrals to those services and assistance, including but not limited to: 
· child care; 
· child support services; 
· medical assistance available through the state’s Medicaid program and Children’s Health Insurance Program; 
· benefits under the Supplemental Nutrition Assistance Program (SNAP); 
· assistance through the earned income tax credit; 
· assistance under a state program for Temporary Assistance for Needy Families (TANF), and other support services and transportation provided through that program; and
· housing counseling and assistance services sponsored through the U.S. Department of Housing and Urban Development (HUD);

· Provision of information regarding filing claims for unemployment compensation, including meaningful assistance to individuals seeking assistance in filing a claim; and

· Assistance in establishing eligibility for programs of financial aid assistance for training and education programs not provided under WIOA. 

Individualized Career Services 

Individualized career services must be made available to eligible and enrolled adults and dislocated workers when a service provider determines additional services beyond basic career services are required in order for an individual to obtain or retain employment. 

Career planners may use recent previous assessments by partner programs to determine if individualized services are appropriate. Not all individuals will receive all services. 

Individualized career services include: 
· Comprehensive and specialized assessments of the skills levels and service needs of adults and dislocated workers, which may include diagnostic testing and the use of other specialized assessment tools, and in-depth interviewing and evaluation to identify employment barriers and appropriate employment goals; 

· Development of an Individual Employment Plan (IEP) to identify the employment goals, appropriate achievement objectives, associated strategies, and appropriate combination of services for the participant to achieve his or her employment goals, including information regarding eligible training providers; 

· Group and/or individual counseling and mentoring; 

· Career planning (e.g. case management); 

· Short-term prevocational services, including development of learning skills, communication skills, interviewing skills, punctuality, personal maintenance skills, and professional conduct to prepare individuals for unsubsidized employment or training, in some instances pre-apprenticeship programs may be considered as short-term pre-vocational services; 

· Internships and work experience linked to careers; 

· Workforce preparation activities that help an individual acquire a combination of basic academic skills, critical thinking skills, digital literacy skills, and self-management skills, including competencies in utilizing resources, using information, working with others, understanding systems, and obtaining skills necessary for successful transition into and completion of postsecondary education, or training, or employment; 

· Financial literacy services; 

· Out-of-area job search and relocation assistance; and 

· English language acquisition and integrated education and training programs. 


Follow-Up Services 
Follow-up services must be provided as appropriate, including: counseling regarding the workplace, for participants in adult or dislocated worker workforce investment activities who are placed in unsubsidized employment, for up to 12 months after the first day of employment. 

Follow-up services do not extend the date of exit in performance reporting. 

Additional guidance will be forthcoming regarding services allowed during follow-up. 
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Training services may include: 
• Occupational skills training, including training for nontraditional employment; 

• On-the-job training (OJT), including registered apprenticeship;

• Incumbent worker training (Workforce Development Council guidance forthcoming); 

• Workplace training combined with related instruction that may include cooperative education programs (Workforce Development Council guidance forthcoming); 

• Private sector training programs (Workforce Development Council guidance forthcoming); 

• Skill upgrading and retraining;

• Entrepreneurial training (Workforce Development Council guidance forthcoming); 

• Transitional jobs (Workforce Development Council guidance forthcoming); 

• Job readiness training provided in combination with other training described above; 

• Adult education and literacy activities, including activities of English language acquisition and integrated education and training programs, in combination with training described above; and
 
• Customized training conducted with a commitment by an employer or group of employers to employ an individual upon successful completion of the training (Workforce Development Council guidance forthcoming). 

Training services must be provided either through an Individual Training Account (ITA) or through a training contract such as On-the-job training, Registered Apprenticeship, customized training, incumbent worker training, or transitional jobs. 

Trainings services must be linked to in-demand employment opportunities in the local area or planning region or in a geographic area in which the adult or dislocated worker is willing to commute or relocate.
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General Eligibility

To be eligible to receive adult and dislocated worker services, an individual must:
· be 18 years of age or older (adult); 
· be a citizen or noncitizen authorized to work in the US; and 
· meet military Selective Service registration requirements (males only). 
Resident of Idaho

WIOA adult and dislocated worker individualized career and training services will be limited to residents of the state of Idaho. Residents of other states who wish to receive WIOA individualized career and training services will be referred to the One Stop system in their home state.  First priority for services will be given to Idaho residents. 
New residents to the state meet this eligibility requirement as soon as they can provide a physical address. No minimum time factor applies for residency. Homeless individuals qualify as Idaho residents when providing applicable verification. 

Selective Service Registration 
Service providers are responsible for determining Selective Service status of males prior to program enrollment. 
Every male citizen, or any male residing in the United States, born on or after January 1, 1960, unless exempt, is required to register with the Selective Service System (SSS) between their 18th and 26th birthdays. Registration with SSS can occur within 30 days of a male's 18th birthday and prior to attaining his 26th birthday. 
A detailed list of males who are and who are not required to register with Selective Service due to an exemption may be found online at 
https://www.sss.gov/Registration-Info/Who-Registration
Selective Service registration can be verified online at 
https://www.sss.gov/Home/Verification. The name, date of birth and social security number will be needed to verify registration
Male applicants over the age of 26 who did not register with Selective Service may receive WIOA services if they can establish that their failure to register was not intentional. 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 (WIOA 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 request a Status Information Letter from Selective Service, which verifies whether or not the applicant was required to register.  Verification that the Status Information Letter was requested must be included in the participant file.  
To obtain the Status Information Letter, the male must complete a Status Information Letter Request form, which can be found at https://www.sss.gov/Portals/0/PDFs/Status.pdf. 

If the career planner determines that a male's failure to register was knowing and willful, WIOA services must be denied and the reason for the decision must be entered into Case Notes. 
Individuals denied services must be advised of available WIOA grievance procedures. 

Citizen/Authorized to Work
Participation in programs and activities or receiving funds under title I of WIOA must be available to citizens and nationals of the United States, lawfully admitted permanent resident aliens, refugees, asylees, and parolees, and other immigrants authorized by the Secretary of Homeland Security or the Secretary’s designee to work in the United States.

See https://www.uscis.gov/i-9 for the most current list of acceptable documentation to verify authorization to work. 

Family 
The term "family" means two or more individuals 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 married couple and dependent children; 
A parent or guardian and dependent children; and 
A married couple. 
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· Veterans and eligible spouses receive priority service for all Department of Labor-funded training programs, including WIOA programs. 
· Individuals receiving public assistance, other low-income adults, and individuals who are basic skills deficient have statutory priority service for individualized career and training services under the Adult program. 
Order for priority of service for individualized career services and training services is to be determined, in order, by the following priority groups:  
1. Veterans and eligible spouses who are recipients of public assistance, low income or basic skills deficient. 

2. All other individuals who are recipients of public assistance, low income or basic skills deficient. 

3. Veterans and eligible spouses who are not recipients of public assistance, low income or basic skills deficient. 

4. Other individuals who are not recipients of public assistance, low income or basic skills deficient, but have a potential barrier to employment as defined by WIOA: 
· Displaced homemakers
· English language learners, low levels of literacy, cultural barriers
· Exhausting TANF within two years
· Ex-offenders
· Homeless individuals/runaway youth  
· Long-term unemployed
· Migrant and seasonal farmworkers
· Persons with disabilities
· Single parents
· Youth in foster care or aged out of system
· Individuals within an under-represented demographic, such as sex, race, or ethnicity

5. Other individuals within these recognized groups: 
· Individuals within an under-represented demographic, such as sex, race, or ethnicity;
· Individuals referred by other one-stop partner programs;
· Individuals residing in rural counties

6. Any other eligible individual determined to be appropriate for services or training to obtain or retain employment


1. [bookmark: _Toc458157244]Priority of Service Criteria
An individual who meets any one of the following criteria satisfies the low-income requirement for WIOA adult services:  
· Receives, or in the past six (6) months has received, or is a member of a family that is receiving or in the past six months has received, assistance through Supplemental Nutrition Assistance Program (SNAP), Temporary Assistance for Needy Families (TANF) known as (Temporary Assistance for Families in Idaho (TAFI), or the supplemental Security Income (SSI) program, or state or local income-based public assistance; 
	2016 WIOA Program Low Income Levels 

	Persons in Family/Household 
	Metro 
	Non-Metro 

	1 
	$11,880 
	$11,880 

	2 
	$16,953 
	$16,762 

	3 
	$23,276 
	$23,014 

	4 
	$28,734 
	$28,406 

	5 
	$33,906 
	$33,526 

	6 
	$39,658 
	$39,209 

	7 
	$45,410 
	$44,892 

	8 
	$51,162 
	$50,575 

	For Families with more than 8 persons: 
	Add $5,752 for each additional person 
	Add $5,683 for each additional person 


· Receives an income or is a member of a family receiving an income that, in relation to family size, is not in excess of the current combined U.S. Department of Labor (DOL) 70 percent of the Lower Level Standard Income Level (LLSIL) and U.S. Department of Health and Human Services (HHS) Poverty Guidelines. These amounts are updated annually; 
















· Is a homeless individual (as defined in section 41403(6) of the Violence Against Women Act of 1994), or a homeless child or youth (as defined by the McKinney-Vento Homeless Assistance Act); or 
· Is an individual with a disability, whose own income meets WIOA's income requirements, even if the individual's family income does not meet the income requirement (family of one) or the income eligibility criteria for payments under the federal, state, or local public assistance program.  


Family Income 

Any income not listed below as excluded should be included as income when determining program eligibility based on income. Income for both the applicant and all family members should be entered in IdahoWorks.   

The following are excluded from income: 
0. State and federal unemployment insurance compensation 
0. Regular payments from Old-Age, Survivors, and Disability Insurance (OASI) benefits received under Section 202 of the Social Security Act. 
0. Supplemental Security Income Insurance (SSI), Title XVI of the Social Security Act, for the Aged, Blind, and Disabled. SSI is an income supplement program funded by general tax revenues and pays benefits based on financial need (not Social Security taxes). SSI is designed to help aged, blind, and disabled people who have little or no income and provides cash to meet basic needs for food, clothing and shelter. 
0. Needs-based scholarship assistance 
0. Financial assistance under Title IV of the Higher Education Act (Pell Grants, Federal Supplemental Educational Opportunity grants, Federal Work Study Program, PLUS, Stafford and Perkins loans) are debt and not income 
0. Child support payments 
0. Cash welfare payments under a federal, state, or local income-based public assistance program (including Temporary Assistance for Needy Families (TANF), Emergency assistance money payments) 
0. Refugee Cash Assistance (Refugee Assistance Act of 1980-PL 97-212)
0. General Assistance
0. Foster care payments 
0. Non-cash benefits such as employer-paid or union-paid portion or health insurance or other employee fringe benefits, Medicare, Medicaid, SNAP (food stamps), school meals, and housing assistance 
0. Cash value of food or housing received in lieu of wages
0. Onetime income received in lieu of TANF cash assistance 
0. Social Security Disability (SSDI) Insurance payments (Title II of the Social Security Act, Federal Old-Age, Survivors and Disability Insurance). SSDI pays benefits to individuals that have worked in the past, paid Social Security taxes, and are currently unable to work for a year or more because of a disability. SSDI is considered income replacement. 
0. Cash payments received under Title V of the Older American's Act
0. Allowance, earnings, and payments made to individuals participating in WIOA programs or any other workforce development program for which eligibility is based upon a needs and/or income test. 
0. U.S. Housing and Urban Development (HUD) rental assistance subsidies. 
0. Subsidies for child care made on behalf of a family participating in the child care voucher program administered by the county Step Ahead Council. 
0. Certain onetime cash payment including: tax refunds; one-time gifts; loans which are debt and not income; assets from the sale of a home, property, or car; one-time insurance settlements; lump sum inheritances; one-time compensation for injury; etc. 
0. Capital gains and losses.
0. Income earned while a veteran was on active military duty and certain other veterans’ benefits, such as compensation for service-connected disability, family compensation for service-connected death, vocational rehabilitation, and education assistance. 
0. IRA withdrawals
0. Stipends received in the following programs: VISTA, Peace Corps, Foster Grandparent Program, YouthWorks/AmeriCorps Programs, and Retired Senior Volunteer Program.
0. Job Corps payments
0. Assets drawn down as withdrawals from a bank. 
0. Payments received under the Trade Act of 1974 as amended in 2002, 2009, 2011 and most recently 2015 with the Trade Adjustment Assistance Reauthorization Act of 2015 (TAARA 2015)) 

Excluded income should be entered in the IdahoWorks Demographic Information where applicable. Obtaining this information is part of an in-depth assessment and will assist career planners in identifying unmet needs of the client. 



Self-Sufficiency for Employed Adults 

An employed individual enrolled in the Adult program who is considering training services must be evaluated for self-sufficiency prior to providing training services. An employed adult in a permanent position is considered "self-sufficient" if his/her projected family income will exceed 155% of LLSIL. 


[image: cid:image001.jpg@01D1EF27.7FAB49B0]

Basic Skills Deficiency

An adult is basic skills deficient when he or she is unable to: 
· Compute or solve problems; or 
· Read, write, or speak English at a level necessary to function on the job, in his or her family, or in society. 

[bookmark: _Toc458157245]Documenting Eligibility and Priority of Service
Documentation to support program eligibility must be submitted with each enrollment packet. 
A 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. Whatever document or methodology is used, it must verify the eligibility factor(s) in question.  
When a verification document creates a hardship for a participant and cannot be obtained, the WIOA Registrant Statement (WIOA 74B) or online signature will suffice where allowable.
Career planners must document disability for program eligibility determination when an individual with a disability requests accommodations or the individual is counted as a family of one. When an individual with a disability chooses not to provide required documentation to substantiate a disability, the individual must not be counted as a person with a disability. 
Career planners must verify and document the following information when enrolling a client in the WIOA Adult program: 
General Eligibility: 
· Date of Birth/Age
· Social Security Number 
· Citizenship Status/Authorized to Work in U.S. 
· Idaho Residency 
· Selective Service Registrant (males only)
· Family Size/Individual Status
· Employment Status at participation
Priority of Service: 
· Veteran Status/Military Spouse (if applicable)
· Economic Eligibility
· Basic Skills Deficient 
Refer to page 20, Allowable Source Documentation for WIOA Adult and Dislocated Worker Program Eligibility for allowable documentation. All attempts to gather this information including calls, letters, and e-mail messages to the participant should be documented in Case Notes.
[bookmark: _Toc458157246]Document Submission 
Verification of eligibility documentation, an Adult (WIOA 73A) verification record, Employment and Training Plan (WIOA 130) and a signed and dated IdahoWorks enrollment form should be collected and uploaded into Participant Records (SharePoint). Non-IDOL providers must mail the above information via United States Postal Service to the Grants Unit within five (5) days of enrollment. 

Documents must be readable upon scanning and uploading for required data validation and retention purposes.
All medical information must be kept in a locked location separate from the files of eligible applicants, registrants, and participants. 

[bookmark: _Toc458157247]WIOA Dislocated Worker Eligibility
Dislocated worker services are provided to workers who have lost their job, through no fault of their own. The goal of dislocated workers services is to help these individuals obtain quality employment in in-demand industries. 

Dislocated workers must meet general eligibility requirements of Idaho residency, selective service registration, and U.S. work authorization.

The dislocation of an individual implies the existence of a job of dislocation. The most recent layoff, termination, ending of self-employment, or military discharge is the employment from which dislocated worker eligibility is determined and is considered the job of dislocation. The job of dislocation must have occurred within three years of enrollment. For military discharge, the period of time is 48 months. 
1. [bookmark: _Toc458157248]Dislocated Worker Criteria: 
In addition to general eligibility requirements, dislocated workers must also meet one of the additional criteria listed below:  

1. Dislocated Worker: Individuals who have been laid off or received a notice of layoff as a result of a reduction in employers workforce or were recently terminated or have received a notice of termination from employment (through no fault of the applicant) (see Note below),
and 
are eligible for or have exhausted entitlement to Unemployment Insurance (UI) 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 earning or having performed services for an employer that was not covered under state unemployment compensation law (see Note below); 
and 
are unlikely to return to a previous industry or occupation. An individual is considered unlikely to return to a previous industry or occupation when: 
· Labor market information for the occupation shows a zero or negative growth rate; 
· The local Chamber of Commerce, Economic Development representative, or other credible sources of regional economic information confirm the occupation or industry has shown a significant employment decline in the local labor market area; 
· Employment Services confirms that, in the previous sixty days, there was a lack of job orders for that occupation to qualified job seekers;
· A plant closure or substantial layoff within the labor market area in the same industry or occupation has occurred in the last six months; 
· The individual has been actively seeking but is unable to find employment in their previous industry or occupation for a period of four weeks. (The four weeks of unemployed time can be waived if the case manager can verify/document that the registrant is unlikely to return to a previous industry or occupation) or 
· A person is laid off from a job due to lack of certification; or
· Doctor or Vocational Rehabilitation Counselor's statement indicating applicant's inability to return to previous industry/occupation due to physical limitations
NOTE: 
Career planners must evaluate and assess dislocated worker status during the application and enrollment process. Career planners must not assume the receipt of unemployment insurance benefits are equivalent to meeting the requirement of layoff or termination when meeting dislocated worker eligibility.

"Terminated/laid-off" refers only to involuntary discharge not for cause, and precludes enrollment of those individuals who were discharged for cause. Individuals may qualify as having been "laid off or terminated" when the cognizant Unemployment Insurance (UI) entity has adjudicated the case and determined that the decision to quit the job was warranted. In those instances where the applicant receives formal notification of monetary ineligibility for UI, the case manager may apply the rationale of "discharge not for cause" using information received from the employer regarding the individual's separation. 

Applicants must provide evidence that they have been employed fulltime (30 hours or more per week or 1,560 hours worked per year) in the same or similar occupation for at least one year out of the last three years immediately prior to registration, or they must otherwise demonstrate that they have had substantial attachment to the same or similar occupation for at least one year. The term "substantial" is based on calculating the fulltime equivalency of work history. 


2. Plant Closure or Substantial Layoff: Individuals who have been laid off, or have received a notice of termination or layoff from employment as a result of any permanent closure or any substantial layoff at a facility or enterprise; 

Substantial Layoff is any reduction in force which is not the result of a plant closing and which results in an employment loss at a single site of employment during any 30 day period of:
a) at least 500 employees (excluding employees regularly working less than 20 hours per week) 
or
b) at least 50 employees (excluding employees regularly working less than 20 hours per week) and at least 33% of the regular full-time workforce  

3. General Announcement of Closure: Is employed at a facility at which the employer has made a general announcement that such facility will close within 180 days. (Applicants from this group are eligible for the full range of WIOA services) 
or
currently employed at a facility where the employer has made a general announcement that such facility will close after 180 days. (Applicants from this group may only receive "basic" career services and are not eligible to receive "individualized" career or "training" services until such a time that the specified closure date is within 180 days); 

A General Announcement is a verifiable form of communication from the employer, authorized representative or designee, informing the public or the employees of the business closure or substantial layoff. A planned closure date for the facility is required. 

4. Self-Employed: Individual who was self-employed (including employment as a farmer, rancher, or fisherman) or was a contributing family member in a self-employment endeavor, but is unemployed due to business downturn or failure which occurred as a result of general economic conditions in the community in which the individual resides or because of natural disasters. (Natural disaster is defined as a hurricane, tornado, storm flood, high water, wind driven water, tidal wave, tsunami, earthquake, or other catastrophe identified by Federal Emergency Management Agency);

5. Displaced Homemaker: Individual who has been providing 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 
or
is a dependent spouse of a member of the Armed Forces on active duty and whose family income is significantly reduced because of a deployment, a call or order to active duty, a permanent change of station, or the service-connected death or disability of the member
and 
is unemployed or underemployed and is experiencing difficulty in obtaining or upgrading employment;

6. Spouse of an Armed Forces Member: Is the spouse of a member of the Armed Forces on active duty 
and 
who has experienced a loss of employment as a direct result of relocation to accommodate a permanent change in duty station of such members 
or
is the spouse of a member of the Armed Forces on active duty and who is unemployed or underemployed and is experiencing difficulty in obtaining or upgrading employment; 

7. Separating Service Member: A separating service member with a discharge other than dishonorable, who has received a notice of separation from the Department of Defense is appropriate for enrollment in DW career services while still a part of Active Duty military.  
Employment and Training Administration policy generally dictates that a separating service member is unlikely to return to a previous industry or occupation. 
 
8. Governor's Group: Individuals laid off or terminated due to natural disaster or severe economic downturn, as defined and approved by the Governor or his designated representative. 

[bookmark: _Toc458157249] Documenting Dislocated Worker Eligibility 
Documentation to support program eligibility must be submitted with each enrollment packet. 
A document may verify more than one criteria. For example, a letter from the employer may verify both proof of employment and proof of layoff. Whatever document or methodology is used, it must verify the eligibility factor(s) in question.  
When a verification document creates a hardship for a participant and cannot be obtained, the WIOA Registrant Statement (WIOA 74B) or online signature will suffice where allowable.
Career planners must verify and document the following when enrolling a client in the WIOA Dislocated Worker program: 
· Date of Birth/Age 
· Social Security Number 
· Citizenship Status/Authorized to Work in U.S. 
· Idaho Residency 
· Selective Service Registrant (males only)
· Employment Status at participation
· Dislocated worker Criteria Verification 
· Self-sufficiency (WIOA 74-C)
Refer to page 20, Allowable Source Documentation for WIOA Adult and Dislocated Worker Program Eligibility for allowable documentation. All attempts to gather this information including calls, letters, and e-mail messages to the participant should be documented in Case Notes.
[bookmark: _Toc458157250]Document Submission 
Verification of eligibility documentation, a Dislocated Worker (WIOA 73D) verification record, Employment and Training Plan (WIOA 130) and a signed and dated IdahoWorks enrollment form should be collected and uploaded into Participant Records (SharePoint). 

Documents must be readable upon scanning and uploading for required data validation and retention purposes.

All medical information must be kept in a locked location separate from the files of eligible applicants, registrants, and participants. 


Self-Sufficiency for Employed Dislocated Workers  
An employed individual enrolled in the Dislocated Worker program who is considering training services must be evaluated for self-sufficiency prior to providing training services. An employed dislocated worker in a permanent position is considered "self-sufficient" if his/her position pays at least 90 percent of the job of dislocation wage.   
[bookmark: _IV.__DISLOCATED][bookmark: _B._ELIGIBILITY_FRAMEWORK][bookmark: _D._INTENSIVE_AND][bookmark: _E.__][bookmark: _V.__YOUTH]Self-sufficiency must also be applied under the Displaced Homemaker eligibility category.  If a Displaced Homemaker is eligible for WIOA due to a family member’s dislocation, that family member’s re-employment must be considered before the Displaced Homemaker is eligible for training services.
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Allowable Source Documentation for WIOA Adult and Dislocated Worker Program Eligibility 

	
	
	
	

	Documentation must be included in the EPIC/Participant Records Enrollment Folder at time of enrollment approval.  
Non-IDOL providers must mail to the Grants Unit within five (5) days 
of enrollment. 

	When a verification document creates a hardship for a participant and cannot be obtained, the WIOA Registrant Statement (WIOA 74B) or online signature will suffice where allowable.
[bookmark: _GoBack]

	General  Eligibility Criteria 

	
	Date of Birth/Age 
	Individualized Career Services or Training Services 
	 

	
	 
	date of birth must show on the verification document 
	 

	
	 
	Baptismal or hospital record of birth
	 

	
	 
	Birth Certificate
	 

	
	 
	DD-214  Certificate of Release or Discharge from Active Duty
	 

	
	 
	Driver's license 
	 

	
	 
	Federal, State or local government identification card
	 

	
	 
	Work Permit 
	 

	
	 
	Public assistance/social service records
	 

	
	 
	Passport
	 

	
	 
	School Records or ID cards
	 

	
	 
	Tribal records 
	 

	
	
	
	

	
	Citizenship Status/Authorized to Work in US
	Individualized Career Services or Training Services 
	 

	
	 
	https://www.uscis.gov/i-9
	 

	
	 
	One verification source from List A on I-9 form
	 

	
	 
	One verification source from List B AND one verification source from List C on I-9 form
	 

	
	
	
	

	
	Selective Service Registrant
	Individualized Career Services or Training Services
	 

	
	 
	Screen printout from the Selective Service System Online Verification  (for men born on or after 1/1/1960) 
	 

	
	 
	https://www.sss.gov/Home/Verification
	 

	
	 
	Selective Service Registration Acknowledgment Card 
	 

	
	 
	Selective Service Registration Confirmation Letter 
	 

	
	 
	Selective Service Status Information Letter and a separate letter explaining reasons surrounding your failure to register (used after 1995)
	 

	
	 
	Selective Service Advisory Opinion Letter (used prior to January 1995) 
	 

	
	 
	DD Form 214 Certificate of Release or Discharge from Active Duty 
	 

	
	 
	Telephone verification 1-847-688-6888 or toll-free 1-888-655-1825 
	 

	
	 
	Selective  Service-Who must register  https://www.sss.gov/Registration-Info/Who-Registration
	 

	
	
	
	

	
	Idaho Resident 
	Individualized Career Services or Training Services
	 

	
	 
	Idaho Driver's License
	 

	
	 
	Federal, State or Local Government ID 
	 

	
	 
	Utility Bill 
	 

	
	 
	Hunting or Fishing License
	 

	
	 
	Insurance Policy (Residence or Auto) 
	 

	
	 
	Lease/Landlord Statement/Rent Receipt
	 

	
	 
	School Records
	 

	
	 
	Library Card 
	 

	
	 
	Medicaid/Medicare Card
	 

	
	 
	Phone Directory (copy of applicable page)
	 

	
	 
	Postmarked Mail Addressed to the Applicant
	 

	
	 
	Property Tax Record
	 

	
	 
	Statement or printout from government agency such as Housing Authority
	 

	
	 
	Selective Service Registration Card
	 

	
	 
	Public assistance records
	 

	
	 
	Telephone Verification 
	 

	
	 
	Self-Attestation
	 

	
	
	 
	

	Data Element Documentation

	
	Some individual data elements that are not related to eligibility must be documented due to federal reporting requirements (when applicable). 

	
	Veteran Status 
	DD-214, Report of Transfer or Discharge
	 

	
	 
	Letter from Veteran Administration 
	 

	
	
	
	

	
	Employment status at participation 
	Pay stub
	 

	
	 
	Bank statements (employer must be identified) 
	 

	
	 
	Case notes showing information collected from participant
	 

	
	 
	Self-Attestation
	 

	
	
	
	

	
	Social Security Number 
	Social Security Card
	 

	
	 
	Letter from Social Security Agency
	 

	
	 
	DD-214, Report of Transfer or Discharge
	 

	
	 
	Social Security Benefits
	 

	
	 
	W-2 Form
	 

	
	
	
	

	Adult Eligibility Criteria 

	General eligibility documentation as well as: 

	
	Adults Low-Income 
	Individualized Career Services or Training: 
	 

	
	TANF (TAFI)  or 
	Copy of authorization to receive TANF, cash public assistance, SNAP (food stamps)  
	 

	
	SSI or
	Verification by the public assistance agency
	 

	
	Other Cash Public Assistance  or  
	Verification from the refugee assistance provider 
	 

	
	SNAP (Food Stamps)  
	Public Assistance Records/Printout 
	 

	
	 
	
	 

	
	Individual Status/Family Size
	Court decree
	 

	
	 
	Divorce Decree
	 

	
	 
	Disabled (Family of 1)
	 

	
	 
	Lease or Landlord Statement (if family size is provided)
	 

	
	 
	Marriage certificate
	 

	
	 
	Public assistance/social service agency records/Public Housing Authority 
	 

	
	 
	Most recent tax return
	 

	
	 
	Birth Certificates
	 

	
	 
	Self-attestation 
	 

	
	 
	Native American tribal document 
	 

	
	 
	
	 

	
	Family Income
	Pay stubs
	 

	
	 
	Employer statement of Earnings
	 

	
	 
	Compensation award letters 
	 

	
	 
	Social Security benefits letter
	 

	
	 
	Pension statement
	 

	
	 
	Bank statements
	 

	
	 
	Court award letter
	 

	
	 
	Family or business financial records 
	 

	
	 
	Quarterly estimated tax for self-employed persons
	 

	
	 
	Alimony agreements
	 

	
	 
	Award letter veteran's administration
	 

	
	 
	Unemployment Insurance documents
	 

	
	 
	Low-income Housing Authority verification 
	 

	
	 
	Self-Attestation 
	 

	
	 
	Public Assistance Records
	 

	
	 
	
	 

	
	Homeless
	Written statement from a shelter or social service agency
	 

	
	 
	Written statement from an individual providing temporary residence
	 

	
	 
	Self-Attestation
	 

	
	 
	
	 

	
	Individuals with Disabilities 
	Letter from Drug or Alcohol Rehabilitation Agency 
	 

	
	 
	Medical Records
	 

	
	 
	Physician, Psychiatrist or Psychologist diagnosis/statement 
	 

	
	 
	Rehabilitation Evaluation
	 

	
	 
	School Records
	 

	
	 
	Sheltered Workshop Certification
	 

	
	 
	Social Service Records/Referral 
	 

	
	 
	Social Security Administration Disability Records
	 

	
	 
	Veterans Administration letter/records
	 

	
	 
	Vocational Rehabilitation letter/statement
	 

	
	 
	Worker's Compensation records/statement
	 

	
	
	
	

	
	Adult Self-Sufficiency 
	Training Services 
	 

	
	 
	Pay stubs
	 

	
	 
	Employer statement of earnings
	 

	
	 
	Compensation award letters 
	 

	
	 
	Social Security Retirement benefits letter
	 

	
	 
	Pension statement 
	 

	
	 
	Bank statements if income is received by direct deposit
	 

	
	 
	Court award letter
	 

	
	 
	Family or business financial records
	 

	
	 
	Quarterly estimated tax for self-employed persons 
	 

	
	 
	Alimony agreements 
	 

	
	 
	 
	 

	
	
	
	

	
	Adult Basic Skills Deficient 
	Standardized Assessments
	 

	
	 
	Case notes
	 

	
	 
	Self-Attestation 
	 

	
	
	
	

	
	Other Barriers
	Telephone Verification
	 

	
	 
	IdahoWorks Application
	 

	
	 
	Self-Attestation 
	 

	
	 
	Case Notes
	 

	
	
	
	

	Dislocated Worker Eligibility Criteria  

	General eligibility documentation as well as: 

	 
	Date of Dislocation 
	 
	 

	
	 
	Verification from employer
	 

	
	 
	Notice of public announcement 
	 

	
	 
	Self-attestation
	 

	
	 
	Rapid Response List
	 

	
	
	
	

	All dislocated workers must be within one of the following eight criteria.

	
	1.Dislocated Worker: 
	 
	 

	
	Laid off or terminated, or received a notice of termination or layoff from employment 

	
	(Must verify each of the three categories  to meet  eligibility )  

	
	Proof of termination or layoff 
	Individualized Career Services or Training Service: 
	 

	
	 
	Employer or union representative verification: letter, phone or electronic verification of layoff
	 

	
	 
	Individual's name on a WARN notice
	 

	
	 
	Media article/general announcement that includes source and date
	 

	
	 
	Trade Act eligibility documents that confirm layoff
	 

	
	 
	Statement from Idaho Office of Refugees
	 

	
	 
	Statement from an IDOL Regional Economist 
	 

	
	AND 
	
	 

	
	Is eligible for  Unemployment Compensation (UC) (current receipt or exhausted) 
	UC Award Letter 
	 

	
	 
	Statement from UI Representative 
	 

	
	OR
	
	 

	
	Proof of attachment to the workforce, but ineligible for unemployment compensation due to insufficient earnings or services not covered by UC law
	Pay stubs that reflect  a minimum of 1560 hours in the occupation (proves attachment)
	 

	
	 
	Employer verification: letter, phone or electronic verification that employer is not subject to UC law
	 

	
	 
	W-2 and or tax returns
	 

	
	AND
	
	 

	
	Unlikely to return to previous industry or occupation 
	Printout screen shots from state or local LMI data indicating a lack of job availability in industry
	 

	
	 
	Printout of state in-demand list
	 

	
	 
	Career planner statement regarding labor market conditions
	 

	
	 
	Letter from Doctor or Vocational Rehabilitation Counselor
	 

	
	 
	Employer Letter 
	 

	
	
	 
	 

	
	2. Plant Closure or Substantial Layoff  
	 

	
	Terminated or laid off, or 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

	
	(Must verify both categories to meet eligibility.) 

	
	Proof of employment 
	Pay stub
	 

	
	 
	UC document that confirms plant closure or substantial layoff
	 

	
	 
	Individual's name on state approved WARN notice
	 

	
	 
	Employer or union representative verification: letter, phone or electronic verification 
	 

	
	Proof of closure or substantial layoff 
	WARN notice
	 

	
	 
	 IDOL Labor Market Analyst Statement 
	 

	
	 
	Media article/general announcement that includes source and date
	 

	
	 
	Employer or union representative verification: letter, phone or electronic verification 
	 

	
	 
	UC document that confirms plant closure or substantial layoff
	 

	
	
	
	

	
	3. General Announcement of Closure: 
	 

	
	Is employed at a facility at which the employer has made a public announcement that such facility will close within 180 days 

	
	(Must verify both categories to meet eligibility.) 

	
	Proof of employment 
	Pay stub
	 

	
	 
	UC document that confirms plant closure or substantial layoff
	 

	
	 
	Individual's name on state approved WARN notice
	 

	
	 
	Employer or union representative verification: letter, phone or electronic verification 
	 

	
	Proof of  closure within 180 days 
	IDOL Labor Market Analyst Statement 
	 

	
	 
	Employer or union representative verification: letter, phone or electronic verification
	 

	
	 
	Media article/general announcement that includes source and date 
	 

	
	OR 
	
	 

	
	Is employed at a facility at which the employer has made a general announcement that such facility will close

	
	(Must verify both categories to meet eligibility.) 

	
	Proof of employment  
	BASIC CAREER SERVICES ONLY until closure is within 180 days
	 

	
	 
	Pay stub
	 

	
	 
	Employer or union representative verification: letter, phone or electronic verification 
	 

	
	Proof of announcement 
	IDOL Labor Market Analyst Statement 
	 

	
	 
	Employer or union representative verification: letter, phone or electronic verification
	 

	
	 
	Media article/general announcement that includes source and date 
	 

	
	
	
	

	
	4. Self-employed 
	 
	 

	
	Individual, including farmer, rancher, or fisherman or was a contributing family member in a self-employment endeavor, who is unemployed as a result of general economic conditions in the community in which the individual resides or because of natural disasters 

	
	(Must verify both categories to meet eligibility.) 

	
	Evidence of self-employment 
	Business license or permits
	 

	
	 
	IRS forms and tax documents
	 

	
	 
	Monthly Profit and Loss Statements
	 

	
	 
	
	 

	
	Evidence of business closure 
	Chapter 7 or Chapter 11 bankruptcy published in newspaper, with the date shown
	 

	
	 
	Evidence of business failure of supplier or customer
	 

	
	 
	Insurance claims or other proof of income loss
	 

	
	 
	Disaster insurance claim
	 

	
	 
	Federal or state declaration of disaster
	 

	
	 
	Statement from an Accountant, Bookkeeper or Tax Preparer
	 

	
	
	
	

	
	5. Displaced Homemaker  
	 
	 

	
	An individual, including dependent military spouses, who have been providing unpaid services to family members in the home and have been dependent on the income of another family member but is no longer supported by that income  

	
	 
	Court records
	 

	
	 
	Divorce documents
	 

	
	 
	Bank records
	 

	
	 
	Public assistance records
	 

	
	 
	Warn Notice
	 

	
	 
	Death Certificate
	 

	
	 
	Self-attestation
	 

	
	 
	Permanent Change of Station Documentation 
	 

	
	 
	DD214
	 

	
	 
	Employer verification: letter, phone or electronic verification 
	 

	
	
	
	

	
	6. Spouse of an Armed Forces Member
	 

	
	Spouse of a member of the Armed Forces on active duty and who has experienced a loss of employment or difficulty in obtaining or upgrading employment 

	
	(Must verify both categories to meet eligibility.) 

	
	Change of Station 
	Permanent Change of Station Documentation 
	 

	
	AND
	
	 

	
	Unlikely to return to previous industry or occupation 
	Printout screen shots from state or local LMI data indicating a lack of job availability in industry
	 

	
	 
	Printout of state in-demand list
	 

	
	 
	Career planner statement regarding labor market conditions
	 

	
	 
	Letter from Doctor or Vocational Rehabilitation Counselor
	 

	
	 
	Employer Letter 
	 

	
	
	
	

	
	7. Separating service member 
	
	 

	
	A separating service member with a discharge other than dishonorable, who has received a notice of separation from the Department of Defense 

	
	Proof of military service and discharge date
	DD-214
	 

	
	 
	Active military service member's ID card with planned discharge date

	 

	
	 
	Letter from active military service member's command center indicating tentative date of separation

	 

	
	 
	Other appropriate documentation showing separation or imminent separation from the Armed Forces 

	 

	
	 
	Note: It is appropriate to enroll a separating service member in DW program and provide career services to separating service members provided their discharge will be anything other than dishonorable. Training services must wait until the service member is no longer Active Duty military. 
	 

	
	
	Employment and Training Administration policy dictates that a separating service member meets the dislocated worker requirement of an individual is unlikely to return to his or her previous industry or occupation.
	 

	
	 
	
	 

	
	 
	
	 

	
	
	
	

	
	8. Governor's Group 
	Will be determined specifically for each occurrence when this criteria is used. 
	 



	Change Date
	Summary of Changes

	9/8/2016
	· Page 8, Selective Service Registration, paragraphs 3 through 7, from Male applicants over….to….WIOA grievance procedures. 
· Page 13, C. Documenting Eligibility and Priority of Service, paragraph 3, from When a verification….to…suffice where allowable. 
· Page 15, added missing bullet to A person is 
· Page 17, 7. Separating Service Member, from A separating service….to…industry or occupation. 
· Page 18, B. Documenting Dislocated Worker Eligibility, paragraph three, from When a verification……to….suffice where allowable. 
· Page 20, Allowable Source Documentation for WIOA Adult and Dislocated Worker Program Eligibility, from When a verification….to….suffice where allowable. 
· Page 27, Separating service member, from A separating service….to industry or occupation. 
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