WIOA and Wagner-Peyser Employment Act Participant Eligibility Reference Guide

Title 1 — Workforce Development Activities (Adult/Dislocated Worker/Youth), Title Il — Adult Education@nd Literacy, Title 111 — Wagner-Peyser Act

Wagner-Peyser Act Employment Activities

N/A \ All customers are determined eligible. \ O seurce documentation is required.

WIOA Adult and Dislocated Worker Employment and Training Activities

To be eligible to receive WIOA Adult or Dislocated Worker services, an individual must:
e Be 18 years of age or older [WIOA Sec. 3(2)];
e Be acitizen or non-citizen authorized to work in the U.S. [WIOA Sec. 188 (a)(5)]; and
e Meet Military Selective Service registration requirements (males only).
e Dislocated Workers also must meet the criteria listed in one of the ten categories. (Categories 1-8, 12-13) (Categories are not in numerical order)
WIOA authorizes career services (Basic Career Services, Individualized Career Services, and Follow-up Services) for adults and dislocated workers. 20 CFR 678.430

** Due to the impact of COVID-19, exceptions are being made regarding how required«€ligibility documentation is|gathered and the processes that are normally adhered to. The
exceptions detailed are allowable only during the COVID-19 pandemic. During this time, appleants/participants are allowed to scan documents directly into NCWorks. Staff must
ensure redaction occurs after documents are loaded. Personally identifiable information, PIl cagnot be emailedgtexted, or photographed. Specific guidance is detailed within
each section of this guide and also in the “Notes Section", located on the last pagefof thissdecument. %

Eligibility Item | Program Eligibility Definition Required Eligibility Documentation

Social Security Adult, Applicant’s social security number g%igaieglritynciﬂ_jr ot or Discharce P
; . : ; -214, Report of Transfer or Discharge Paper
Number Dislocated | Note: Althoygh an app!lcant CanUOt be deme_d School Records (Must support or match the item being verified)
Worker | WIOA services for failure™to disclose their | schoolistate or Federal Identification Card with SSN on card (to include Military ID)
SSN, they must submit @ valid SSN in order te, | Individual refused to disclose SSN
receive wages paid while participating in A scanned/uploaded copy of the documentation is required.
WIOA. COVID-19: Participants can upload a scanned copy or photograph of Pl information directly into

_ . NCWorks.gov but should not email or text that scanned copy or photograph to career center
Reference Section 7 of the Privacy Act of | crmpioyees.

1974 — Social Security

Date of Birth Adult, The applicant must be 18 years oflageror older IFDr(ijver’ls SLicense (EO\I/I(IBD-19: May tieD I%adzd(in _Collor(,j bxllvl q?_plicantj)with cell phone)
H H 2 = g H ederal, State, or Local Government ard (to include ||tary
Dislocated | at the,time“ofsparticipation in WIOA Adult Passport

Worker and/or Dislocated Worker (DW) programs. Birth Certificate
Hospital Birth Record
DD-214, Report of Transfer or Discharge Paper
Public Assistance/Social Services Record
School Records/Identification (Must support or match the item being verified)
Work Permit
Baptismal Record with Date of Birth
Printout of birth certificate from Register of Deeds Office
Prison Records Verification
Tribal Record with Date of Birth
A scanned/uploaded copy of the documentation is required.
COVID-19: Participants can upload a scanned copy or photograph of Pl information directly into
NCWorks.gov but should not email or text that scanned copy or photograph to career center
employees.
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Eligibility Item | Program Eligibility Definition Required Eligibility Documentation
Selective Service Adult, All male U.S. citizens and male immigrants, Select§ve Serv!ce Registration‘Card
Dislocated | born after December 31, 1959, who are 18 but | Selective Service Acknowledgement Letter
Worker | not yet 26 years old, must be registered with | DD-214, Report of Transfer or Discharge
the U.S. Military Selective Service Selective Service Registration Record
A ' Selective Service status letter
. . . Requested a documentediexemptionsfrom registration
Sectlon_ 189(n) (.)f WIOA. reqwre_:s applicants Internet verification from-www.sss.gov
to be in compliance with Section 3 of the A scanned/uploaded copy of the documentation is required.
M'l'ta}ry Selective Service Act (50 USC ApPr. | COVID-19: Participants can upload a scanned copy or photograph of PII information
453) in order to participate in WIOA Title I | directly into NCWorks.gov but should not email or text that scanned copy or
funded programs. photograph to career center employees.
Documents that do not have PIl may be emailed, texted, or photographed.
Reference www.sss.gov for further details
and exceptions.
Citizenship Adult, Citizenship options: Birth Certificate
Dislocated Alien Registration‘Card Indicating Right to Work (USCIS Forms 1-551, 1-94, I-668A,
Worker e Citizen of U.S. or U.S.Aerritory 1-197, 1-179, 1297, 1-766)

e U.S. Permanent Resident
e Alien/Refugee Lawfully ’Admitted te
the U.S.

Note: Driver’s license\is\no longer an
acceptable fopmef documentation for
citizenshipt

BD-214, Report of Transfer or Discharge Paper

Documentation specified on the 1-9 form

Baptismal Certificate with Place of Birth

Food Stamp Records

Foreign Passport Stamped Eligible to Work

Hospital Birth Record

Native American Tribal Document

Naturalization Certification

Public Assistance Records

United States Passport

Work Eligible Social Security Card-Only for Non-Citizens
A scanned/uploaded copy of the documentation is required.

COVID-19: Participants can upload a scanned copy or photograph of PIl information
directly into NCWorks.gov but should not email or text that scanned copy or
photograph to career center employees.
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Eligibility Item

Program

Eligibility Definition

Required Eligibility Documentation

Veteran Status

Adult,
Dislocated
Worker

A veteran is a person who served at least one
day in the active military, naval, or air
service, and who was discharged or released
under conditions other than dishonorable.

Reference DWS PS 03-2017

DD-214, Report of Transfer ap‘Discharge Paper
Military document (1D, other DD form) indicating dependent spouse
VA Records/Printout
Driver’s License withVeteran Designation, (COVID-19: May be loaded in color, by
applicant, with cell¢phone)

A scanned/uploaded cepy af thei\documentation is required.
COVID-19: Participants can upload a scanned copy or photograph of PII information
directly into NCWorks.gov but should not email or text that scanned copy or photograph
to career center employees.

Employment
Status at
Participation

Adult,
Dislocated
Worker

Employment status options:

e Employed;

¢ Not Employed,;

o Employed, but received notice of
termination of employment/
military separation

Ul Records (Benefit History, Wages, Record)

Employer Contacts

Job Search Records

Case Notes

Written Customer Self-Attestation

COVID-19 — Written Customer Self-Attestation

-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.

COVID-19: Document captured via email, text, photo, or uploaded directly into
NCWorks
**Note: Staff is not allowed to print or upload Ul information from the Ul reporting
system. Staff may review the Ul information and record the appropriate data
in the participants’ case notes in NCWorks Online. **

TANF

Adult

Temporary Assistance for Needy,Families

Public assistance records/printout
Statement from Social Services agency
Telephone Verification from public assistance agency
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo, or uploaded directly into
NCWorks

SSI

Adult

Supplemental Security Income

Public assistance records/printout
Statement from Social Services agency
Social Security Benefits Records
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into
NCWorks
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Eligibility Item | Program Eligibility Definition Required Eligibility Documentation
SSDI Adult Social Security Disability Insurance Public assistance records/printaut
Statement from Social Services agency
SSDI payments are not excluded when determining low in | Social Security Benefits Records
status. Afscanned/uploaded copy of the'documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
RCA Adult Refugee Cash Assistance Public assistance records/printout
Refugee assistancesrecords
Statementfrom Social Services agency.
Telephahe Verification fromSocial Services@gency
A scanned/uploaded copy of the documentation is required.
COVID-19; Document captured via email, text, photo or uploaded directly into NCWorks
GA Adult General Assistance Public assistance records/printout
Refugee assistance records
Statement from Social Servicgs agency
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Member in Adult Supplemental Nutrition Assistance Program‘{SNAR) Currentauthorization o obtain SNAP (food stamps)
Household An applicant receiving SNAP is not, by federal | LetterfromSNAR disbursing agency
L definition, receiving cash public assistance. Public assistance record/printout
Receiving Food Must be in receipt of SNAP within 6 months of | Telephone/Email Verification from Social Service agency
Stamps application. A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Family Size Adult The size of the family is determined by counting“and, | Public Assistance/Social Service Agency Records

identifying the number of| persons living in a single

residence at time of application who are related by blood,

marriage, or decreeyof court,'and who are included in one

or more of the following categories:

e A husband, wife (Gender-neutral), and depéndent

children

A parent andidependent-children

Adguardian and dependent children

A husband and wife (Gender — neutral)

Not a family member - (Family Size is “one”’)

Dependent child is defined, as ayouth under age 19, or

unden24 ifa full-time student, living in a single residence,

and who(is being claimed. as a dependent on a parent’s or

guardian siincome tax return.

If FAMILY:SIZE is used to determine low-income, it must

be verified before,adetermination of eligibility is made.

**For further information on Gender-neutral reference
TEGL 26-13**

Public Housing Authority records (if resident or on waiting list)
Guardian Decree of Court
Proof of disability to substantiate family of one determination for youth
Divorce Decree
Landlord Statement
Lease
Marriage Certificate
Most recent tax return supported by IRS documents
Written statement from a publicly supported 24-hour care facility or institution
(e.g. mental, prison)
Email/Telephone Verification from Social Service Agency
Income not verified for OSY barrier (Dropout, pregnant, parenting, offender)
DW Eligible Only Self Attestation
Local approved FLG Application
Written Customer Self-Attestation
COVID-19 — Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
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Eligibility Item

Program

Eligibility Definition

Required Eligibility Documentation

Low-income —
Family Income

Adult

Priority of Service

The term "low-income individual” means:

Mo

5.

an individual who currently receives
SNAP, or has received SNAP within 6
months of the WIOA application, OR
is a member of a family that is
receiving or has received SNAP
within 6 months of application; or
recipient of TANF; or

recipient of SSI; or

in a family whose total income that
does not exceed the higher0f- the
poverty line; or 70 pergént of the
lower living standard.ncome level;
or

is a homeless individual

Reference WIOA Sec! 3(36) for additional
information on low-income

Pay stubs
Social Security benefits
Public Assistance records
Alimony agreement
Award letter from*\eterans Administration
Bank statements (Direct deposit)
Compensation.award letter
Court award letter
Pensigh/Annuity statement
Employer statement/contact
Farm, Family, or Business financial records
Housing Authority verification
Quarterly estimated tax for self-employed persons (Schedule C)
Telephone Verificationdfrom Employer
Workers’Compensation Records
Applicant:and/ (when applicable) family member statement of no income, cash
gifts, and/or.self-employment income
Income not verified for OSY barrier (Dropout, pregnant, parenting, offender)
DW Eligible Only Self Attestation
Locahapproved FLG Application
Unemployment insurance documents and/or printout
COVID-19 — Written Customer Self-Attestation

-Printed and signed document received via email, text, or photo

-Electronic signature (e.g. Docusign, Adobe)

-Self-attestation letter from individual

A scanned/uploaded copy of the documentation is required

COVID-19: Participants can upload a scanned copy or photograph of Pl information directly into
NCWorks.gov but should not email or text that scanned copy or photograph to career center
employees.

**Note: Staff is not allowed to print or upload Ul information from the Ul reporting
system. Staff may review the Ul information and record the appropriate data in the
Participants’ case notes in NCWorks Online. **

**Dislocated Workers are not required to verify income as an eligibility requirement.
However, it is a reporting requirement. Staff may utilize the verification option “DW
Self-Attestation” rather than requiring the applicant to bring in income
documentation. Information recorded should be accurate. $0 should only be entered
if that is the actual amount of income. **
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Eligibility Item | Program Eligibility Definition Required Eligibility Documentation
Category 1 Dislocated | Terminated or Laid off or has received notice | Military Paperwork detailing transfer
Worker | of termination or layoff and is eligible for or | Separation Notice
has exhausted entitlements to Ul | **Ul Records _
(Unemployment Insurance) and is unlikely to W”geé'\%tiger V?/er:ft';‘]“gzt;g‘;:‘er .
return to previous industry or occupation. -Printed and'signed document received via email, text, or photo
-Electronic signaturé (e.g. Docusign,“Adobe)
-Self-attestation lettenfrom individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Note: It may,be necessary to obtain multiple sources of documentation to substantiate
that the applicant is terminated or laid off, is eligible for unemployment, and is
unlikely “tonreturn to the previous industry or occupation (may be staff
determination):NCWorks, however, will allow only one selection to be saved.
**Note: Staff is not'allowed to print or upload Ul information from the Ul reporting
system. Staff may review the Ul information and record the appropriate data
in the Participants’ case notes in NCWorks Online. **
Category 2 Dislocated | Terminated or laid off, or hasireceived notice | Military Paperwork detailing transfer
Worker | of termination or layoff, and has “been | Separation Notice
employed for sufficient duration gy **Ul'Records _
demonstrate workforce attachment but is not | Written Customer Self-Attestation .
eligible for Ul due to insufficient earnings, or COVID-19 — Written Customer Self-Altestation
the employeris hot covered under state Ul -Printed eEnd _S|gned document regelved via email, text, or photo
4 . _ -Electronic signature (e.g. Docusign, Adobe)
law, and fis unlikely to return to previous -Self-attestation letter from individual
industry orieccupations A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
**Note: Staff is not allowed to print or upload Ul information from the Ul reporting
system. Staff may review the Ul information and record the appropriate data
in the Participants’ case notes in NCWorks Online. **
Category 3 Dislocated | Terminated or Laid\off, or has received notice | WARN notice
Waorker, | of termination or layoff, from employment as | Written Customer Self Attestation

a resultofy thef' permanent closure of, or
substantial “layoff at, a plant, facility or
enterprise,

COVID-19 — Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
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Eligibility Item Program Eligibility Definition Required Eligibility Documentation
Category 4 Dislocated | Individual is employed at a facility which the | Documentation of “General Afinouncement”
Worker | employer has made a general announcement | Written Customer Self-Attestation
-Printed and.signed document received via email, text, or photo
-Electroni¢ signature (e:g. Docusign, Adobe)
-Self-attestationletterfromiindividual
A scanned/upleaded copy ofi.the’documentation is required.
COVID-197Document captured via email, text, photo or uploaded directly into NCWorks
Category 5 Dislocated | Individual was previously self-employed | Receipt of Notice of Foreclosure onintent to foreclose
Worker (including farmers, ranchers, and fishermen) Preofofifailure of the farm, business or ranch to return a profit during preceding
but is unemployed due to general economic j¢ 12months T _
conditions in the community of residence of Em"; 0; ?”t[)YIFf[‘;'t”d“t’)'td‘_Ja| '”t?t k:a”kr“ptcy Ft’roceef_'”gs i
: roof of inabilitysto obtaif capital necessary to continue operations
because of natural disaster. A debtsto-asset ratioysufficiently high to be indicative of the likely
insolvency of the farm, ranch, or business
Other eventsiindicative of the likely insolvency of the farm, ranch, or business
Written Customer Self-Attestation
COVID-19 — Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Category 6 Dislocated | An individual who has been providing unpaid | Court Records
Worker | services to family members in the home:@and who | Divorce decree or legal separation
Displaced has been dependent on thésincome of another | Public Assistance Records
Homemaker family member but is no longer supported by | Bank records

that incomg; OR

- is the dependent Spouse_of a member of the
Armed Forces on active duty and whose family
income \is significantly reduced because of a
deployment, or a call or order to active duty, or
a permanentichange 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.

Spouse’s Layoff Notice
Spouse’s Death Certificate
Written Customer Self-Attestation
COVID-19 — Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual

A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
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Eligibility Item | Program Eligibility Definition Eligibility Documentation Requirement
Category 7 Dislocated | The spouse of a member of the Armed Forces | Spouse’s Military Paperwork detailing transfer
Worker | on active duty, and who has experienced a | Written Customer Self-Attestation
loss of employment as a direct result of COVID-_19 - Writte_:n Customer Self-Att_estatiqn _
relocation to accommodate a permanent 'E:glttfgnﬁ';dsis'ggffrg‘zg“mg%tczesﬁe'r‘]’eza’c';:)ma'" text, or photo
change in duty station of such member. -Self-attestatign letter. frgm indivigual
A scanned/uploaded copy ofithe documentation is required.
COVID-19: Document capturedyvia emaili text, photo or uploaded directly into NCWorks
Category 8 Dislocated | The spouse of a member of the Armed Forces | Case file documents proving active,duty Armed Forces spouse is unemployed or under
Worker on active duty and who is unemployed or | employed and having difficulty obtaining or upgrading employment.
underemployed and is experiencing difficulty |[//Vritten'Customer Self-Attestation _
in obtaining or upgrading employment. COVID-_19 —ertt(?n Customer Self—Att_estathn _
-Printedhand signed document received via email, text, or photo
-Electronic,signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Category 12 Dislocated | National Dislocated Worker! Grant (NDWG) | NDWG Documentation showing proof of eligibility
Worker | eligibility: Individual does not meet critéria | OtherApplication Documentation (Specify)
outlined for Dislocated Workers in Categoriesy| Written Customer Self-Attestation
1-8 above, but is an individual that meets COVID-19 - Written Customer Self-Attestation
NDWG eligibility outlined under WIOA Title | -Printed a_nd _signed document reqeived via email, text, or photo
National programs, Sec. 170 National -Electronic signature (e.g. Docusign, Adobe)
dislocated grants, relating to Sec. 170 (b)(@)(A) -Self-attestation letter from individual
workers laffected by  major wreconomic A scanned/uploaded copy of the documentation is required.
dislogations“OR™Sec. 170(b)(1)(B) workers | COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
affected by emergency or major disaster.
Category 13 Dislocated j¢State-Defined Dislacated Worker Eligibility | Other Application Documentation (Specify)
Worker Written Customer Self-Attestation

Additional NC DW.eligibility for being
unemployed >= 13 consecutive weeks

COVID-19 - Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual

A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks.
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Youth Workforce Innovation & Opportunity Act Activities

To be eligible to receive WIOA Youth services, an individual must:
e Be a citizen or noncitizen authorized to work in the United States;
e Meet Military Selective Service registration requirements (males only); and
e Bean In-School Youth (ISY) or Out-of-School Youth (OSY).

An In-school youth is an individual who is:
e Not younger than 14 and not older than 21 years;
e Attending school;
e Low-income, or lives in a high poverty area; and
e One or more of the following:
o Basic skills deficient;
o An English language learner;
o An offender;
o A homeless individual, a homeless child or youth, a runaway, in foster care,or has aged.out of the foster care system, a child eligible for assistance
under 477 of the Social Security Act (42 USC 677), or in‘an-out-of=home. placement;
o Pregnant or parenting;
o Individuals with disabilities; or
o Requires additional assistance to complete an educationpregram or te,secure or hold employment.

An Out-of-school youth is an individual who is:
e Not younger than 16 and not older than 24 years;
¢ Not attending school; and
e One or more of the following:
o A school dropout, (a youth attending an alternative/school at the time of enrollment is not considered to be a dropout);
o Within the age of compulsory school attendancebut has not attended school for at least the most recent complete school year’s calendar
quarter;
o Arrecipient ofs@asecondary'school diploma or its recognized equivalent who is a low-income individual and is either:
e Basic skills\deficient; or
e /An English language learnes;
o Subject to the juvenile or adult justice system;
o Ashomeless individual, a homeless child or youth, a runaway, in foster care or has aged out of the foster care system, a child eligible for
assistance under 477 of thesSocial Security Act (42 USC 677), or in an out-of-home placement;
©_»Pregnant or parenting;
o “Individuals with disabilities; or
o A'low-income individual who require additional assistance to enter or complete an educational program or to obtain or retain
employment.
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5% Limitation — Not more than 5% of the In-School Youth enrolled each program year may be enrolled based on: Requires additional assistance to complete an
education program or to secure or hold employment. Reference DWS PS 10-2018

5% Exception - 5% of the youth enrolled each program year do not have to be low-income. This exception includes all In-School Youth that are normally low-
income and the low-income Out-of-school Youth categories listed below.

Out-of-School Youth enrolled who are recipients of a secondary school diploma or its recognized equivalent and who are-gither basic skills deficient or an English
language learner, may be enrolled without being low-income; OR

Out-of-School Youth enrolled who require additional assistance to enter or complete and educational program or to obtain or retain employment, may be enrolled
without being low-income. Reference DWS PS 10-2018

Eligibility Item | Program Eligibility Definition Eligibility Documentation Requirement
Social Security Youth Applicant’s social security number Sagial Security Card
Number DD-214; Report of Transfer, or Discharge Paper

Note: Although an applicant cannot be denied#| School Records (Must support or match item being verified)
WIOA services for failure to disclose their | Scheol/State or Federal Identification Card with SSN on card (to include Military ID)
SSN, they must submit a valid SSN in order to | Individual re";used to d(;§CIO|Se 352' e d ation o

: ; H H i R scanned/uploaded copy o e aocumentation Is required.
\I;ngxe wages pald while participatingil COVID-19: Participants can upload a scanned copy or photograph of PIl information directly

' into NCWorks.gov but should not email or text that scanned copy or photograph to career center

employees.
Reference Section 7 of the Brivacy Act,of

1974 — Social Security

Date of Birth Youth Must be “not less than @age 14" and “not more, | Driver’s License (COVID-19: May be loaded in color, by applicant, with cell phone)
than age 24" at the time.of First Youth Service |rederal, State, or Local Government ID Card (to include Military 1D)
Passport
Birth Certificate
Hospital Birth Record
DD-214, Report of Transfer or Discharge Paper
Public Assistance/Social Service Record
School Records/Identification (Must support or match item being verified)
Work Permit
Baptismal Record with Date of Birth
Printout of birth certificate from Register of Deeds Office
Prison Records Verification
Tribal Record with Date of Birth
A scanned/uploaded copy of the documentation is required.
COVID-19: Participants can upload a scanned copy or photograph of PIl information directly
into NCWorks.gov, but should not email or text that scanned copy or photograph to career center
employees.
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Eligibility Item | Program Eligibility Definition Eligibility Documentation Requirement

Selective Service Youth All male U.S. citizens and male immigrants, | Internet verification from www.sss.gov
born after December 31, 1959, who are 18 but | Selective Service Registration Gard
not yet 26 years old, must be registered with Selective ServiceAcknowledgement Letter
the U.S. Military Selective Service. DD-214, Report of TrRgg gifbischargd

Selective Service Status Information Letter
. . . SelectiveService Registration Record

Sectlon_ 189(h) (.)f WIOA requwe_:s applicants Requested a Documegnted Exemption ffom Registration
to be in compliance with Section 3 of the A scanned/uploaded copy of the documentation is required.
Military Selective Service Act (50 USC Appr. | coviD-19: Participants can upload a scanned copy or photograph of P11 information directly
453) in order to participate in WIOA Title | 4finto NCWorks.gov, but should not email or text that scanned copy or photograph to career center
funded programs. employees.
Reference www.sss.gov for furtherddetails
and exceptions.

Citizenship Youth Citizenship options: Birth Certificate

e Citizen of U.S. opU'S Territory

e U.S. Permanent Resident

o Alien/Refugee Lawfully Admitted to
the U.S.

Note: Driger’s license \isjno longer an
acceptablei\ form of documeéntation for
citizepship.

Alien Registration Card Indicating Right to Work (USCIS Forms 1-551, 1-94, 1-668A,
1-297, 1-179, 1-797, 1-766)
DD-214, Report of Transfer or Discharge Paper
Documentation specified on the 1-9 form
Work Eligible Social Security Card - Only for Non-Citizens
Baptismal Certificate with Place of Birth
Food Stamp Records
Foreign Passport Stamped Eligible to Work
Hospital Birth Record
Native American Tribal Document
Naturalization Certification
Public Assistance Records
United States Passport
A scanned/uploaded copy of the documentation is required.
COVID-19: Participants can upload a scanned copy or photograph of PIl information directly
into NCWorks.gov, but should not email or text that scanned copy or photograph to career center
employees.
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Eligibility Item | Program Eligibility Definition Eligibility Documentation Requirement

Disability Youth e The presence of an Individualized | Medical Records
Education Plan (IEP) does not Social service record/referral
automatically mean the applicant is Psfh‘?l',og'?t's D'a?”os,'s
basic skills deficient, unless basic | Rehabilitation &valuation

. WorkersdCompensation Record
skills test r.eSUItS fr_om the last 6 SocialfSecurity Administration Disability Records
months are included in the IEP.

Schoal Records (Must support or match item being verified)
ILetter framychild study team stating specific disability
e For the purpose of calculating family/| Letter from dtug or alcohal rehabilitation agency

income, a Youth with a documented | Observable and/or obvious conditions (applicant statement with the

Disability may be considered a interviewer serving.as the corroboration witness)

Family of One. Physician's Statement
Psychiatrist’s Statement
Sheltered Workshop Certification
Email/telephone Verification from Social Service agency, Vocational Rehabilitation
agency, or authorized school personnel
Veteran’s Administration Letter/Records
Vocational Rehabilitation Letter

A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks

Definitions of School, Alternative Education, and Compulsory School Age

In North Carolina, a school is defined as@an organizational subdivision of a school system consisting of a group of pupils composed of one or more grade groups,
organized as one unit with an assignedfprincipal, or person acting in the capacity of principal, to give instruction of the type defined in the North Carolina Standard
Course of Study and housed in a school plant af one or more buildings. Schools also include home schooling, charter schools, alternative schools, and private schools.
Those enrolled in colleges, universities, and other, degreeferedential training programs are considered to be in-school.

State definition of Alternative Education= In North’Carolina, alternative education is defined by guidance provided in N.C. Legislative Statutes Chapter 115C.
An alternative program is established in affiliation,with an existing school. The information that is generated by the participants of the program becomes a part of the
history and documentatiomof the associated school. A program may be housed within a school, on the same site, or at a different location within the district. The
second type of alternative edueation settingyis/an alternative school. An alternative school has a school number. An official school number is the primary factor that
distinguishes an alternative school from an alternative program. Alternative Learning Programs must follow established criteria.

PS 04-2020, Change 1
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State definition of Compulsory School Age — North Carolina has the following law for attending school: § 115C-3878. Children required to attend:

Every parent, guardian or other person in this State having charge or control of a child between the ages of seven@and 16 years shall cause such child to attend school
continuously for a period equal to the time which the public school to which the child is assigned shall be in session, Every parent, guardian, or other person in this
State having charge or control of a child under age seven who is enrolled in a public school in grades kindergarten through twao shall also cause such child to
attend school continuously for a period equal to the time which the public school to which the child isfassigned shall betinysession unless the child has withdrawn
from school.

Eligibility Item | Program Eligibility Definition Eligibility Required Documentation
In-School Youth Youth Attending any School School Retords (Must.support or match_ item being verified)
(1SY) Written Customer Self-Attestation
under Title 11 (Youth Build, Job Corps, and -Printed and signed document received via email, text, or photo

-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.

Community College system) are not
considered to be schools.

Reference TEGL 21-16 COVID=19: Document captured via email, text, photo or uploaded directly into NCWorks
Out-of-School Youth Not attending any school School Records (Must support or match item being verified)
Youth (OSY) Written Customer Self-Attestation

COVID-19 - Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks

School Status at Youth School status of youth at the'time,of eligibility | School records (I.E. GED, Certificate, Diploma, Post-Secondary Enroliment,
Registration determination Attendance record, Transcripts, Dropout letter, School Documentation)
(Must support or match item being verified)
Written Customer Self-Attestation
COVID-19 - Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual

A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks

PS 04-2020, Change 1
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Eligibility Item | Program Eligibility Definition Eligibility Required Documentation
Dropout Youth If the individual has not received, and is no | School records (Must supportor match item being verified)
longer attending any school in pursuit of, a | Drop-out letter _
secondary school diploma, certificate of | Written Customer Self,- Attestation _
achievement, graduation certificate or GED. COVID-19 - Writien CustomenSelf-Attestation
A youth atter;ding an alternative school is not -Printed and signeddocument received via email, text, or photo
q t -Electronic,signature'(e.g. Docusign, Adobe)
a aropout. -Self-attestation letterfrom individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
English Youth Youth who is unable to compute or solve | Test Scores
Language problems, or read, write, or speak English, at StaffiObservation(Observations should be detailed in case notes)
Learner a level necessary to function on the jobglinithe A scanngd/uploaded copy of the documentation is required.
individual’s family or society. COViID-19:; Document captured via email, text, photo or uploaded directly into NCWorks
Employment Youth Employment status options: **U| Records
Status at Employer Contact

Participation

e Employed;

e Not Employed;

e Employed, but received notice of
termination of employment
/military separation

Job'Search Worksheet
Case’'Notes
Weritten Customer Self-Attestation
COVID-19 - Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks

**Note: Staff is not allowed to print or upload Ul information from the Ul reporting system. Staff
may review the Ul information and record the appropriate data in the participants’ case notes in
NCWorks Online. **

PS 04-2020, Change 1
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Eligibility Item | Program Eligibility Definition Eligibility Required Documentation
Pregnant/ Youth If the applicant is under 25 years of age AND Birth_celrtiﬁcatg (f;or.child.li?]ting participant’s name as a parent)
: i . Hospital record of Live Birtl
Parenting Youth 's pregnant Statement from Social Services agency or Health Department
; ; ; Baptismal record
Also, if the applicant is under 25 years of age (male StaFtJement from programdor Pregnant or Parenting Yeuth
or female) AND Physician’s note
. . . Most recent tax return supported by ARS decuments
IS prOVIdlng custodial care for one or more School program record for preghant teens
dependent children under the age of 18. Medical card
Referrals ffom official agencies
Custodial care implies a custodial arrangement in | Schooldecords .
which the child resides with the parent for some Written Customer Self-Attestation .
percentage of time; it can be full or partial custody COWQQL? - Written CuSgggger SelgAttestation
and does not necessarily require a legal -glnted al_nd _S|gned document rec_elved via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
arrangement. -Self-attestation letter from individual
. . . A'scannéed/uploaded copy of the documentation is required.
Financial support alone does not equate to cdstedial | co\v/|D-19: Participants can upload a scanned copy or photograph of P information directly
care. into NCWorks.gov but should not email or text that scanned copy or photograph to career center
employees.
Homeless Youth An individual who lacks a fixed, regular, an‘adeguate Written statement from a Shelter

nighttime residence; and includes:

i. Children and youths who are. sharingthe housing
of other persons due to loss of housing, economic
hardship, or a similar reason; are living in motels,
hotels, trailer parks, or camping grounds due to

the lack of alternative adequate:accommodations;
are living in emergency or transitional shelters;

are abandoneddn hospitals; or-areawaiting foster
care placement;

ii. Children and youths who have a primary nighttime
residence that'is aspubli€ or private place not
designated, for or-ordinarily usedas a regular
sleeping accommodation for human beings;

iii. Children‘and youths who are living in cars, parks,
public spaces, abandoned buildings, substandard
housing, bus or train stations;.or similar settings; and
iv. Migratory children who qualify as homeless for
the purpases, of this subtitle because the children are
living in circumstances described in clauses (i)
through (iii) aboves

Homeless determination qualifies as automatic low-
income.

Reference the McKinney-Vento Homeless Assistance
Act for additional information

Wiitten statement from Social Service agency, Mental Health agency,
Health Department or Substance Abuse agency

Written statement from an individual providing residence

Written Law Enforcement verification

Telephone Verification from Social Service agency, Mental Health
agency, Health Department or Substance Abuse agency

Written Customer Self-Attestation
COVID-19 - Written Customer Self-Attestation

-Printed and signed document received via email, text, or photo

-Electronic signature (e.g. Docusign, Adobe)

-Self-attestation letter from individual

A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks

PS 04-2020, Change 1
May 5, 2020
15




WIOA and Wagner-Peyser Employment Act Participant Eligibility Reference Guide

Eligibility Item | Program Eligibility Definition Eligibility Required Documentation
Foster Child Youth State or local foster child payments are made | Court documentation of foster care Status
(payments) for the applicant. Written statement from state/local ageney
Written confirmation from Social Services,agency
Foster Care determination qualifies as Verification of paymeénts made+on behalf of the child
automatic Low-income. A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Free or reduced Youth Youth currently receives, or is eligible to School Document
lunch receive, free or reduced lunch under the Written Customer Self-Attestation
Richard B. Russell National School Lunch COVID-19 - Written Customer Self-Attestation
Act -Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestationdetter from individual
A scanned/uploaded copy of the documentation is required.
€OVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Foster Care Youth Youth is currently a foster child ar youth has, | Statement/Referral from Social Services agency
Status aged out of foster care system. Court documentation of foster care status
(current/ aged Court/Guardianship documents
out) A scanned/uploaded copy of the documentation is required.
COWVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Out of Home Youth Out of home placement includes family foster | Letter from appropriate state/local Social Services agency
Placement care, kinship care, treatment foster care and"| Written Customer Self-Attestation
residential group Care COVID-19 - Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Eligible under Youth Youth is eligible basedson*Section 477 of the | Letter from appropriate state/local Social Services agency
Section 477 of the SociahSecurity Act Written Customer Self-Attestation

Social Security
Act

COVID-19 - Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
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Eligibility Item | Program Eligibility Definition Eligibility Required Documentation

Runaway Youth If, at the time of application, the applicant is | Written statement from a shelter
an individual under the age of 18, who has left | Written statement from Sogial Service,agency, Mental Health agency,
home or place of legal residence without the |  Health Department or Substance Abuse agency _
permission of parents or legal guardian, and w::ggg f:&i?ﬁ?;:ggmeﬁ \'/’;?;;gg‘;ﬁ)'npm"'d‘”g temporary residence
who is unlikely to voluntarily return. Telephone Verification from Sacial’\Service agency, Mental Health
Runaway does not necessarily denote a agency, Health Department or Substance Abuse agency
homeless individual. (Runaway Youth can still | Written Customer Self-Attestation
live with extended family, i.e. aunt, uncle). CQVID-19 - Written Customer Self-Attestation

-Printed and signed document received via email, text, or photo
A runaway is a Family of One. =Electronic signature (e.g- Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.
COWVID-19: Document captured via email, text, photo or uploaded directly into NCWorks

Ex-Offender Youth An individual who is or has been subjeetyto | NC Department of Public Safety printout

(individual has any stage of the criminal justice process and | Documentsfrom Juvenile Justice/Criminal Justice

been for whom services under this Act may be,| Court documents

arrested/convicted beneficial. Letter of Parole

of a crime) Copies of Prison re_cords _

OR Letter. from Probation Officer
Police records
o . ] . Ielephone Verification from the court system, Public Safety, Criminal Justice,
Is an individual who'requires assistance in‘{ ~ or prison agencies only
overcoming artificial barriers to employment’| written Customer Self-Attestation
resulting from “a_ record, of arrest or COVID-19 - Written Customer Self-Attestation
conviction. -Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks

Basic Skills/ Youth If the applicant is a person who computes or | Standardized assessment test results

Literacy Skills solves, goroblems, ‘reads, writes, or speaks | School records (Must support or match item being verified)

Deficient English at or below/the 8.9 grade level. Case Notes (including test name with scores in school year — month format)
Assessments, must‘be dated within the last 6 A scanned/uploaded copy of the documentation is required.
months from the time of the WIOA application_ COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks

TANF Yauth Temporary Assistance for Needy Families Public assistance records/printout

Statement from Social Services agency
Telephone Verification from public assistance agency
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
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Eligibility Item | Program Eligibility Definition Eligibility Required Documentation
SSI Youth Supplemental Security Income Public assistance records/printout
Statement from Social Services agency.
Social Security Benefits’Records
A scanned/uploaded copy ofithe documentation is required.
COVID-19: Documenticaptured via email, text, photo or uploaded directly into NCWorks
SSDI Youth Social Security Disability Insurance Public assistance records/printout
Statement from Social Services agency
sSDI _pa_lyments _are not excluded when Social Security Benefits Records
determining low-income status. A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
RCA Youth Refugee Cash Assistance Public assistance records/printout
Refugee assistance records
Statement from Social Services agency
Telephone Verification from Social Services agency
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
GA Youth General Assistance Public assistance records/printout
Refugee assistance records
Statement from Social Services agency
A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
Member in Youth Supplemental Nutrition Assistance Program | Current authorization to obtain SNAP (food stamps)
Household (SNAP) Letter from SNAP disbursing agency
Receiving Food An applicant receiving SNAP is not, by | Public assistance record/printout . _
Stamps federal definition, receiving cash public Telephone/Email Verification from Social Service agency
assistance. S .
. . o A scanned/uploaded copy of the documentation is required.
Must be in r_ece_lpt of SNAP within 6 months of COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
WIOA application.
High Poverty Youth Youth living in a high poverty area are | Staff verified based upon address

Area

automatically considered to be low-income.

A high poverty area is a Census tract, a set of
contiguous Census tracts, Indian Reservation,
tribal land, or Native Alaskan Village or county
that has a poverty rate of at least 30 percent.

Note: Boards must utilize the Census Map tool to determine which
areas in the regions may be considered as high poverty areas.

A scanned/uploaded copy of the documentation is required.
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Eligibility Item | Program Eligibility Definition Eligibility Required Documentation
Requires Youth In-School Youth AND Individual Service Strategy

Additional School Records (Must support or match item being verified)
Assistance e Has poor attendance patterns in an | Copy of transcripts

(to complete an educational program during the last 12 | Letter from the school system

educational calendar months OR Report card

program / secure
employment)

e Has been expelled from school within the
last 12 calendar months; OR

e Has been suspended from school at least
within the last 12 calendar months; OR

¢ Has below average grades; OR

o Has previously been placed in out-of-home
care (foster care, group home, or kinship
care) for more than 6 months between the
ages of 14-21; OR

e Has a currently incarcerated parent(s)
/guardian

OR
Out-of- School Youth AND

e Has dropped out of a post-secondary
educational program during the past 12
calendar months; OR

e Has a poor work history, to include no
work history, or has been fired from a job
in the last 6 calendar months; OR

e Has previously been placed in out-of-the
home care (foster care, group home, or
kinship care) for more than 6 months
between the ages of 16-21); OR

e Currently has an incarcerated parent(s)
/guardian.

Letter from school/program representative
Written certification from School for Below Average Grades
Written certification from parent or guardian for Below Average
Grades
Written Customer Self-Attestation
COVID-19 - Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual

A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks

Note: 5% Limitation: Not more than 5% of the In-School-Youth may be

enrolled based on Requires Additional Assistance criterion

Refer to DWS PS 10-2018
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Eligibility Item

Program

Eligibility Definition

Eligibility Required Documentation

Family Size

Youth

The size of the family is determined by
counting and identifying the number of
persons living in a single residence at time of
application who are related by blood,
marriage, or decree of court, and who are
included in one or more of the following
categories:

o A husband, wife (gender-neutral), and
dependent children

A parent and dependent children

A guardian and dependent children

A husband and wife (gender — neutral)
Not a family member

Family size is "One”

Dependent child is defined as a youth under
age 19, or under 24 if a full-time student,
living in a single residence, and who is being
claimed as a dependent on a parent’s or
guardian’s income tax return.

If FAMILY SIZE is used to determine low-
income, it must be verified before a
determination of eligibility is made.

**For further information on Gender-
Neutral, please refer to TEGL 26-13**

Public Assistance/Social Service Agency Records
Public Housing Authority records (if resident or on waiting list)
Guardian Decree of Court
Proof of disability to substantiate family of one determination for youth
Divorce Decree
Landlord Statement
Lease
Marriage Certificate
Most recent tax return supported by IRS documents
Written statement from a publicly supported 24-hour care facility or
institution (e.g. mental, prison)
Email/telephone Verification from Social Service agency
DW eligible only Self-Attestation
Income not verified for OSY barrier (Dropout, pregnant, parenting,
offender)
Written Customer Self-Attestation
COVID-19 - Written Customer Self-Attestation
-Printed and signed document received via email, text, or photo
-Electronic signature (e.g. Docusign, Adobe)
-Self-attestation letter from individual

A scanned/uploaded copy of the documentation is required.
COVID-19: Document captured via email, text, photo or uploaded directly into NCWorks
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Eligibility Item

Program

Eligibility Definition

Eligibility Required Documentation

Low-income —
Family Income

Youth

If the applicant is NOT a Family of One, the
family’s income must be computed based

upon the documentation of family size.

The term "low-income individual" means:

~owN

an individual who currently receives
SNAP, or has received SNAP within
6 months of the WIOA application,
OR is a member of a family that is
receiving or has received SNAP
within 6 months of application; or
recipient of TANF, or

recipient of SSI; or

in a family whose total income that
does not exceed the higher of — the
poverty line; or 70 percent of the
lower living standard income level;
or

is a homeless individual.

Reference WIOA Sec. 3(36)

Pay stubs

Social Security benefits statements

**Unemployment insurance documents and/or printout

Public Assistance records

Alimony agreement

Award letter from Veterans Administration

Bank statements (direct deposit)

Compensation award letter

Court award letter

Pension/Annuity statement

Employer statement/contact

Farm, Family, or Business financial records

Housing Authority verification

Quarterly estimated tax for self-employed persons (Schedule C)

Telephone Verification from employer

Workers’ Compensation Records

Income not verified for OSY barrier (Dropout, pregnant, parenting, offender)

Local approved FLG Application

Applicant and adult family members statement of no income, cash gifts, and/or self-
employment income

A scanned/uploaded copy of the documentation is required
COVID-19: Participants can upload a scanned copy or photograph of Pl information directly into
NCWorks.gov, but should not email or text that scanned copy or photograph to career center
employees.

**Note: Staff is not allowed to print or upload Ul information from the Ul reporting
system. Staff may review the Ul information and record the appropriate data in
the participants’ case notes in NCWorks Online. **

***For OSY that are not required to be low-income, the verification source of
“Income not verified for OSY barrier (dropout, pregnant, parenting, offender)”
may be utilized. ***
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NOTES

The instructions listed below provide guidance to maneuver through hardships that may occur during the“enroliment process, due to the COVID-19
pandemic. Specific instructions have been provided for various required eligibility documents. However, if documentation can be gathered by normal
procedures, the COVID-19 specific guidelines do not have to be followed.

COVID-19 Specific Instructions: Due to social distancing guidelines, it may be necessary for applicants/participants to transmit documents by email, text, photo
or by scanning and uploading documents directly into NCWorks. In order to scan and uploadsdecumentsinto NCWorks; an NCWorks account must be created
first. Documents that have personally identifiable information (PI11), must be scanneddirectly into,\NCWarks. It will be the staff member’s responsibility to
ensure the documents are redacted once they are loaded into NCWorks.

It may be necessary for staff to video chat/video conference/FaceTime in order to complete the application'process. This form of communication could also allow
staff to view documents, such as social security cards, that may be redacted priorte emailing or scanning. North Carolina has determined that Zoom cannot be
utilized for any type of WIOA communications, due to security risks. DWS does notiendorse anysactivities that are carried out utilizing this method. NCWorks
has an option for staff to “Live Chat” with participants. Detailed instructions on how toyload documents during the Live Chat can be found on the Staff Online
Resources page in NCWorks.

Under normal circumstances, it is not allowable for driver’s license 10 be loadedtinto NCWorks“in color. However, during COVID-19 only, applicants may load
their driver’s licenses in color, utilizing their cell phone. However, staff,may not'duplicate/copy the license in color.

In this guide, it is stated throughout that a document must besscanned. or loaded into NCWarks. It may be necessary for applicants/participants to directly upload
many of the acceptable eligibility documents themselves, Staff will be respansible for ensuring redaction occurs within NCWorks.

Detailed case notes should be entered by staff to document'the process/procedures followed during enrollment and service delivery. These notes should also detail
who has loaded documents into NCWorks.

Utilizing the COVID-19 exceptions will not result in monitoring findings. However, staff must utilize these exceptions only during the time period allowed for
COVID-19.

COVID-19 Specific Instructions: Signatures for documents, such as the WIOA application, Individual Employment Plan, and Objective Assessment may be
captured electronically with signature padsyDocusign, Adobe,and various other software. Coming soon, NCWorks will have the option for the WIOA application
to be signed within the system? Other agency'documents,that are required at enrollment may also be signed according to the guidance provided below.

Steps to follow if an applicant/participantisnot able to sign a document electronically.
1. Staff may providethe‘document to the:applicant/participant by email, text, photo, or mail.
2. The document should be printed, signed, emailed, scanned, texted, or mailed back to staff. If mailing, a stamped self-addressed envelope should be provided
to the applicant/participant.
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Telephone Verification Forms used for eligibility and data validation must have all the following minimum elements per US DOL.:

The name of the applicant;

The name of the source, employer or agency contacted;

Address and telephone number (email address if applicable) for the source;
The name of the person providing verification;

The period for which the verification applies (“to” and “from” dates);
Total amount of income from employment, if applicable;

The type of public assistance received and the amount, if applicable;

The date of telephone contact;

The name of the Case Manager obtaining the information.

WCoNOR~WNE

Written Customer Self-Attestation is used to verify those eligibility items that, in some,cases, are not verifiable or may cause undue hardship for individuals to
obtain. This type of verification should be utilized as a last resort. At a minimum, a self-attestation formsmust include:

The applicant’s full name;

Clear statements of the issue being documented (i.e. drop-outstatus, pregnancy);
The applicant’s signature;

Date signed;

Case manager’s signature will serve as witness to all¢self-attestation documents.

aprwdE

COVID-19 Specific Instructions for Written Customer; Self-Attestation. Please follow these instructions in addition to the written customer self-attestation
guidance listed above. Due to COVID-19, it is acceptable to utilize written customer self-attestation more than in normal circumstances. It is not expected that
staff only use self-attestation as a last resort. However, written customer self-attestation can only be utilized where it is stated as acceptable within this eligibility
guide.

Due to social distancing and not meeting with the applicant/participant in person, self-attestation documents may be provided to applicants/participants in the
following manner:
o Staff may mail, phot0, text, oremail a document to the applicant/participant and that document should be printed, signed and returned to staff by
U.S. mail, photo,“text, email, or'may be Seanned directly into NCWorks. However, if the participant/applicant is expected to mail the document
back, a self-addressed stampfenvelope should be provided.
¢ Staff may provide a document,that can be signed electronically by utilizing software such as Docusign, or Adobe.
Staff may instruct the applicant/participant to provide a letter of self-attestation. Staff is advised to provide the appropriate language to be included
in the“letter, so that all pertinent information is captured. This letter of self-attestation may be provided by U.S. mail, photo, text, email, or may be
scanned directly intosNC\Works.
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Email Verification is used for eligibility purposes only and must have all the following elements:

The name of the applicant;

The name of the source, employer or agency contacted;

Email address for the source (see #2 above);

The name and title of the person providing verification;

The period for which the verification applies (“to” and “from” dates);
The type of assistance received and the amount, if applicable.

o E

COVID-19 Specific Instructions for Email Verifications. Please follow these instructions.in addition to'the Email Verification guidance listed above. Documents
may be captured via email or may be uploaded directly into NCWorks by the individual or staff. PIl cannot be transmitted by email, text, or photo. This
information must be redacted prior to sending the email. If the PIl is needed for yerificationpurposes, the document must be loaded directly into NCWorks. Staff
is responsible for redaction within NCWorks.

Staff Verification may be used for the verification of Ul (unemployment insurance) benefits and information viewed in the Ul reporting system that provides
documentation of eligibility criteria. Ul reporting system screens may,not be printed or uploaded-into NCWorks. The appropriate data, such as what was verified,
by whom, and when the information was verified, should be recorded in the participants’ case notes in NCWorks.

Dislocated workers must meet the criteria listed in one of the ten dislocated worker categories. In North Carolina these categories are listed as Categories 1 thru 8
and Categories 12 thru 13. Categories 9 thru 11 do not exist.

All verification documents must be typed. However, during.COV ID-19/handwritten documents may be accepted, as applicable. The use of white-out is
prohibited. Errors should be lined through, initialed.and correctinformation added.
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