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| Introduction

The Workforce Innovation and Opportunity Act (WIOA) assists job seekers with
accessing employment, education, training, and supportive services needed to

meet employers’ requirements and succeed in today’s labor market. WIOA serves
three populations: Adults, Dislocated Workers, and Youth. This guide is designed to
provide additional guidance from the Office of Workforce Development in the form
of a documentation list that satisfies specific requirements in the PY18 Monitoring
Crosswalk. This resource guide is NOT exhaustive; however, it is created to assist case
managers with identifying examples of acceptable documentation for specific criteria.
Please contact your assigned programmatic technical assistance representative with
specific questions or visit WorkSourceGeorgia.com for more information.




Adult Eligibility Criteria

Acceptable Documentation

Documentation that
participant was 18 years
of age or older

* Birth certificate

* Baptismal record if date of birth is shown
 DD214 transfer or discharge paper

* Hospital record of birth

* Driver’s license

» State, federal, or local government ID

» Passport

*  Work permit

* Cross match with public assistance records
* School record or ID cards

e Tribal records

Eligibility Criteria

Acceptable Documentation

Documentation
relating to receipt of
Supplemental Security
Income, Social Security
Disability Insurance,
Food Stamps

» Verification by the public assistance agency

* Cross-match with public assistance records database

* Copy of authorization to receive cash public assistance
* Copy of public assistance check

* Medical card showing cash grant status

* Public assistance records

* Refugee assistance record

Documentation of

U.S. Citizenship or
authorization to work in
the U.S.

¢ Participants may present one selection from List A or a
combination of one selection from List B and one selection

from List C

Documentation of
Selective Service
Registration or an
allowable exemption

» Selective service registration card

» Verification from the Selective Service web site

» Letter from Selective Service (847-688-6888 to request)

*  Stamped Post Office receipt of registration

* Documentation that failure was not willful and knowing
if an applicant failed to register or too old to register and
approval to serve individual

Documentation of Low
Income Determination
for Adult

* Alimony agreement

* Applicant statement

* Award letter from veteran’s administration
* Bank statements

 Compensation award letter

* Court award letter

* Pension statement

¢ Employer statement/contact

* Family or business financial records

* Housing authority verification

» Pay stubs

* Public assistance records

* Quarterly estimated tax for self-employed persons
* Social security benefits

* Ul documents

Disability and/or
Medical Information

* Letter from drug or alcohol rehabilitation agency

* Letter from child study team stating specific disability

» Medical records/physician’s statement

* Psychiatrist’s or psychologist’s diagnosis

* School official records or statement

» Sheltered workshop certification

« All disability and/or medical information must be maintained
in a separate, secure physical location


https://www.uscis.gov/system/files_force/files/form/i-9-paper-version.pdf
https://www.uscis.gov/system/files_force/files/form/i-9-paper-version.pdf
https://www.uscis.gov/system/files_force/files/form/i-9-paper-version.pdf

| Dislocated Worker

Eligibility Criteria

Documentation of lay-
off, termination, plant
closure, or other eligible
dislocated worker
criteria

Documentation of
“unlikely to return to
previous industry or
occupation” distinction

Documentation of self-
employed individual,
including employment
as a farmer, rancher,

or fisherman, but is
unemployed as a result
of general economic
conditions in the
community in which
the individual resides
or because of natural
disasters

Acceptable Documentation

Verification from employer through phone or electronic
contact

Rapid response list

Notice of public announcement with follow-up cross-
match with unemployment insurance

Layoff letter from employer

Individual’s name on a WARN notice

Unemployment Assistance award letter or check

DD214 if dislocation is based on the participant discharge
from the military

Local approval letter/form based on local LMI data and
local conditions

Printout screen shots from GLME and/or state or local
LMI data

Printout of O*Net screen shot

Job search record review, rejection letters, lack of

job offers

DD214 form

Printout of state in-demand list

Assessment of the individual’s educational
achievement level

Physician’s documentation

Other appropriate documentation based on local
definition

See checklist

Business license or permits

IRS forms

Proof of Chapter 7 or Chapter 11 bankruptcy
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




| Dislocated Worker

Eligibility Criteria Acceptable Documentation

Documentation of Court records

“displaced homemaker, Divorce documents

an individual who has Bank records

been providing unpaid Public assistance records
services to family Spouse’s layoff notice
members in the home” Spouse’s death record
distinction

Self-attestation
Documentation of DD214 if dislocation is based on the participant discharge
military spouse from the military
Military orders if the participant is a military spouse and
the dislocation is based on the service member permanent
change of military station




Eligibility Criteria

Acceptable Documentation

Eligibility Criteria

Acceptable Documentation

Documentation of in-
school youth status

* School records

* Letters from school, counselor, or probation officer
to parent(s)

* Telephone verification with relevant school personnel

Documentation of out-
of-school youth status

e School records
« Diploma/GED or other recognized equivalent
« Telephone verification with school/district officials

Documentation of age

* Baptismal record

* Birth certificate

e Form DD-214

» Social security benefits

* Social security card

e W-2form

* Written verification from cognizant agency
* Driver’s license

e Passport

*  Work permit

* Public assistance records
* School record or ID card
* Tribal records

Documentation of
individual with disability

Letter from drug or alcohol rehabilitation agency
Letter from child study team stating specific disability
Medical records/physician’s statement

Psychiatrist or psychologist diagnoses

School official records or statement

Sheltered workshop certification

Social service records/referral

Written verification from cognizant agency

Letter from drug or alcohol rehabilitation agency
Letter from child study team stating specific disability
Medical records/physician’s statement

Psychiatrist or psychologist diagnoses

School official records or statement

Sheltered workshop certification

Social service records/referral

All disability and/or medical information must be maintained
in a separate, secure physical location

Documentation of
U.S. Citizenship or
authorization to work
in the U.S.

* Participants may present one selection from List A or a

combination of one selection from List B and one selection

from List C

Documentation of
school dropout status

School attendance record(s)

School records

School letter identifying truancy status

Written verification with school/district officials confirming
truancy or drop out status

Written verification with another cognizant agency

Documentation of
Selective Service
Registration or an
allowable exemption

» Selective service registration card

» Verification from the Selective Service web site

* Letter from Selective Service (847-688-6888 to request

*  Stamped Post Office receipt of registration

* Documentation that failure was not willful and knowing
if an applicant failed to register or too old to register and
approval to serve individual

Documentation of
offender status

Court documents

Proof of residency in a halfway house

Letter of parole

Letter from probation officer

Police records

Telephone verification from cognizant agency

Documentation of
homeless or runaway

Written statement from an individual providing temporary
residence

Written statement from shelter or a social service agency
Telephone verification from a cognizant agency

Documentation of
current or former
foster care youth
status

Written confirmation from a social services agency

Court documents which must be accompanied by case
notes explaining the foster care situation

Medical card

Verification of payments made on behalf of the child from
cognizant agency
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Eligibility Criteria

Acceptable Documentation

Documentation of an
out-of-home placement

Court records/documents
Telephone verification from a cognizant agency

Documentation of
pregnant or parenting

Birth certificate

Hospital record of birth

Medical card

Physician note

Referrals from official agencies

School program for pregnant teens or school records
Statement from a social services agency

Telephone verification from cognizant individual/agency
All medical information must be maintained in a separate,
physical location

Documentation of basic
skills deficient

Assessment by a generally accepted standardized test
School records showing test scores from a generally
accepted standardized test within the last year

Documentation of
English language learner

School records

Professional counseling records

Assessment result through staff interviews or observation
of inability to perform functions listed

Assessment by a generally accepted standardized test
Referrals from official agencies

Written statement from a social service agency
Telephone verification from cognizant agency

Documentation of free
or reduced price lunch

Letter of eligibility for free or reduced price lunch

Free or reduced price lunch card

School documentation

Determination must be for individual, not county-wide or
school-wide eligibility”

Documentation of
public assistance

Authorization to receive cash public assistance
Public assistance check

Medical card showing cash grant status

Public assistance records

Refugee assistance records

Cross-match with public assistance database

Documentation of
residence in high
poverty area

Participant address verification
Cross-check verified address with census information to
verify address is in census tract

Eligibility Criteria

Acceptable Documentation

Documentation of
family size/individual
status

Birth certificate

Decree of court

Divorce decree

Landlord statement/lease

Marriage certificate

Medical card

Public assistance/social service agency records

Public housing authority

Written statement from a public-supported 24-hour care
facility or institution (e.g. mental health facility, prison)

Documentation of
family/individual
income
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Alimony agreement

Award letter from Veterans Administration

Bank statements/direct deposit

Compensation award letter

Court award letter

Employer statement

Farm or business financial records

Housing authority verification

Pay stulbs

Pension statement

Public assistance records

Quarterly estimated tax for self-employed persons
Social security benefits records

Unemployment insurance documents and/or printout
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| Veterans

Eligibility Criteria Acceptable Documentation

DD-214, certificate of release/discharge from active duty
Documentation to verify Written communication with federal or Department of
veteran status Veterans’ Affairs or other veterans’ service agency
Written verification with a government veterans’ service
agency

Military spouse’s ID card
Marriage certificate
Proof that the veteran fits one of the categories listed
through:
Military records
Documentation to verify Newspaper article
eligible spouse of a Obituary notice

veteran status DD-214
Written communication with the federal or Department of

Veterans’ Affairs or other veterans’ service agency
Written verification with a government veterans’ service
agency

Death certificate

Medical records




| Provision of Services

| Supportive Services

Eligibility Criteria

Acceptable Documentation

Eligibility Criteria

Acceptable Documentation

Documentation of
Individual Service
Strategy (ISS)

Formal ISS/IEP

Case notes documenting goals/progress
Training plan

GWROPP functionality for ISS/IEP
LWDA'’s forms

All forms must have required elements

Verification of financial
amount of supportive
services entered in
GWROPP

Records of payment, including date of receipt, the amount
of payment, check/voucher number

Bus ticket logs

Payroll receipts

Redeemed checks or vouchers

Documentation of
Objective assessment
(CA)

Formal objective assessment

GWROPP functionality for objective assessment
LWDA'’s forms

All forms must have required elements

Documentation of
determination of need
of supportive services

Low income status as documented by family/household
income determination

Receipt of federal or state public assistance

Ul benefits

Birth certificates for children receiving childcare
Documentation of transportation distance to attend
training

Documentation of
incentive received

in accordance in
achievement and/or
milestones outlined in
participant’s ISS

Activity outlined in ISS
Documentation of goal achieved, such as GED, HS
diploma, certification of completion, etc.




| Credential Attainment | Grievance

Eligibility Criteria Acceptable Documentation Eligibility Criteria Acceptable Documentation

* Original, signed & dated form must be uploaded to general

* Educational diplomas and certificates
Grievance forms documents

Documentation to * Educational degrees
support credential * Registered apprenticeship certificates *  Written communication of changes to grievance forms
attainment * Occupational licenses

* Other certificates of skills completion







