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In accordance with Georgia law (O.C.G.A. § 50-36-1), Office of Adult Education grantees who receive state funds must require every applicant (ages 18 and over) to provide a secure and verifiable document and execute a signed and sworn affidavit verifying his or her lawful presence in the United States in order to be eligible to receive the public benefit of adult education. Applicants who identify themselves as Qualified Aliens/Non-immigrants on the affidavit must be verified through the federal Systematic Alien Verification for Entitlements program (SAVE). Applicants, local programs and the Office of Adult Education each have responsibilities in this process, which are detailed below.

To enroll in a state-funded adult education program, the applicant must:
· Provide at least one secure and verifiable document
· Complete the VOEPB affidavit and select one of three categories:
1. United States citizen
2. Legal permanent resident of the United States
3. Qualified Alien or Non-immigrant under the Federal immigration and Nationality Act with an alien number issued by the Department of Homeland Security or other federal immigration agency 
· Provide supporting documentation if presenting a foreign passport or if selecting Qualified Alien/Non-immigrant
· Have the affidavit notarized

Secure and Verifiable Documents
A secure and verifiable document is an approved form of identification that is current and valid. Only certain types of identifying documents are approved by the state of Georgia. The list of secure and verifiable documents from the Georgia Attorney General’s office is provided as page two of the affidavit. For a more detailed list, including citations, refer to the “List of Secure and Verifiable Documents” posted at http://law.ga.gov/immigration-reports. Some examples of secure and verifiable documents include, but are not limited to:
1. 
2. Driver’s license or ID issue by a state or territory
3. U.S Permanent Resident card
4. U.S. Passport
5. U.S. Military ID
6. Employment Authorization Card (I-766)
7. Foreign passport with I-94, I-94A or I-94W
8. Foreign passport with U.S. Visa


Supporting Documentation
Supporting documentation can be any passport, card, or document that is issued by the United States Department of Homeland Security, Department of State or other federal institution that provides information to support the category of qualified alien or non-immigrant. Some examples of supporting documentation include, but are not limited to:
1. Foreign passport with I-94, I-94A, or I-94W (Retrieval website: https://i94.cbp.dhs.gov/)
2. Foreign passport with U.S. Visa
3. Employment Authorization Card (I-766)
4. J-1 visa form (DS-2019)

The local adult education program must:
· [bookmark: _GoBack]Print the Verification of Eligibility for Public Benefit Affidavit and have the list of secure and verifiable documents available for review. If a student is leaving the site, ensure he/she has a copy of the affidavit and a copy of the list of secure and verifiable documents. 
· Distribute the affidavit to all applicants ages 18 and over at the time of intake or within 30 days after his/her 18th birthday
· Provide a notary public or notaries public, if able
· Collect a copy of the secure and verifiable document from ALL applicants
· Collect a copy of the supporting documentation from all applicants who select the status of Qualified Alien/Non-immigrant
· Run GALIS report AL290 every 30 days to find students who have turned 18
· Review affidavits and submit all Qualified Alien/Non-immigrant affidavits with copies of the secure and verifiable document and the supporting documentation to OAE within 20 days of receipt
· Enter information from ALL affidavits into GALIS under current data deadlines
· Retain the original affidavit and copies of documents in the student permanent record

Applicants will complete the affidavit only once, during his or her initial registration into the program or upon turning 18 years old. For enrollment in subsequent fiscal years, the affidavit should be pulled forward with the student permanent record. Current adult education students who turn 18 during the fiscal year must complete the affidavit within 30 days after their 18th birthday. If the student was previously under the oversight of the Office of Refugee Resettlement as a MINOR, programs should give the student 90 days to acquire adult USCIS documentation. In compliance with record retention rules, affidavits, photocopies of the secure and verifiable document, and other supporting documentation must be maintained securely in the students’ permanent records.

According to state law, as long as the applicant has completed the affidavit, supplied a secure and verifiable document and supporting documentation, the affidavit may be presumed to be proof of lawful presence until eligibility verification is made by OAE and the local program is told to withhold the public benefit. In other words, the student is eligible to enroll and attend class.

Submission Guidelines for Qualified Alien/Non-Immigrant Affidavits
1. A copy of the affidavit, secure and verifiable document, and the supporting documentation must be submitted by the local program to OAE within 20 business days of receipt.
2. Affidavits are accepted in hard copy format in person and via the U.S. Mail at:
TCSG Office of Adult Education
Attn: Instructional Services
1800 Century Place, Suite 300
Atlanta, GA 30345-4304
3. Emergency electronic submissions can be made to 404-679-1630 (fax). 

Appeals Process for Applicants
1. If the applicant cannot be verified, the local program will be notified and the student is given the opportunity to submit additional documentation for submission. If they student does not submit any new documentation, the program must reject services.
2. Any applicant disputing the denial of the public benefit may appeal in writing to the Office of Adult Education within 10 business days of notification and provide additional supporting documentation or explanation.

The Office of Adult Education must:
· Review all affidavits and copies that are submitted to OAE
· Notify local programs if there are errors that need to be corrected
· Enter required information from Qualified Alien/Non-immigrant affidavits into the Systematic Alien Verification for Entitlements program (SAVE)
· Notify local programs of verification status
· Provide training and technical assistance

2010-2011 Verification of Eligibility Affidavits
Local programs have the option to use the VOE affidavits that were completed by students in 2010 and 2011 to satisfy the requirements of the statute for those particular students, if they are still enrolled. The affidavits and supporting documents should be pulled forward into the current fiscal year student record and maintained there. 

Prior Year VOEPB Affidavits
Affidavits completed in prior years may be pulled forward into the current student permanent record. They do not have to be resubmitted to OAE. 

Special Populations
Secure and Verifiable Document Extension for Refugees
Applicants who can provide satisfactory documentary evidence from the U.S. Department of Homeland Security that designates that they are refugees who have been in the United States for less than 90 days may be given by the local program a Reasonable Opportunity Period (ROP) to acquire a secure and verifiable document to satisfy the requirement of O.C.G.A. § 50-36-1. The ROP begins on the first day of arrival into the United States and ends after 90 calendar days. Applicants must complete all other requirements of the Verification process. If a student does not provide a secure and verifiable document within the ROP, the student must be dismissed from the program until he/she can provide it.

Secure and Verifiable Document Extension for ORR Minors
If a current student, who turns 18 years old while enrolled in the program, can provide satisfactory documentary evidence that he/she was under the supervision of the Office of Refugee Resettlement as a MINOR, the student should be given a Reasonable Opportunity Period (ROP) of 90 days from his/her birthday to acquire adult USCIS documentation. If a student does not provide a secure and verifiable document within the ROP, the student must be dismissed from the program until he/she can provide it.

Secure and Verifiable Documents for Correctional or Institutional Applicants
Applicants in some correctional programs may not have access to typical identification documents. The first step for the adult education program, to ensure all applicants are lawfully present, is to have an agreement with the institution that only inmates who are lawfully present will be referred to the adult education program. Next, the institution must provide the adult education program with evidence of the person’s identity that satisfies the criteria for a secure and verifiable document.  In some cases, that may be a copy of a state or county-issued prison ID card or a correctional wrist ID. It may also be a print out from their official database with a photograph and other identifying information about the applicant. If you have questions about implementing VOEPB in correctional or institutional settings, please contact OAE. 
