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	Data Collection—Developing Intake and 
Eligibility Processes and Procedures


Overview

Grantees should develop policies, procedures, and definitions related to program eligibility, unless eligibility requirements are already enumerated in the Solicitation for Grant Award (SGA) and/or your grant award agreement. Section 101(34) of the Workforce Investment Act (WIA) of 1998 states that a participant is an individual who has been determined to be eligible to participate in and who is receiving services (except follow-up services authorized under this title) under a program authorized by this title. Participation shall be deemed to commence on the first day, following determination of eligibility, on which the individual began receiving subsidized employment, training, or other services provided under this title (emphasis added).

While the U.S. Department of Labor (DOL), Employment and Training Administration (ETA) does not require all discretionary grantees to follow the same eligibility criteria established in WIA, Title IB programs. ETA does require discretionary grantees to develop their own policies and procedures and to verify and document participant eligibility as defined in the grant. Note: In some cases, eligibility criteria are enumerated in the SGA. In these cases, discretionary grantees would be required to follow the terms and conditions of the grant award.

Eligibility for grant services and activities is usually documented during the intake or enrollment process. Intake refers to the process of gathering information and assessing an individual’s appropriateness for a given set of services or activities. In the context of establishing participant eligibility, verification means to confirm whether individuals meet certain requirements based on an examination of official documents (e.g., birth certificates, public assistance records, or speaking with official representatives of cognizant agencies, etc.). Documentation means to maintain on-file physical evidence, which is obtained during the verification process, that an individual is eligible for participation in your project(s). Information can be obtained from partner organizations, participants, employers or through electronic systems. Such evidence, often referred to as source documentation, includes copies of documents, completed telephone/document inspection forms, and signed applicant statements (self-attestation forms) and is usually maintained in participant case files.

Establishing Eligibility Documentation and Verification 

ETA allows considerable flexibility in establishing eligibility processes and procedures for discretionary grants. Therefore, grantees may establish their own documentation and verification policies and procedures. It is highly recommended that the documentation and verification process be customer-friendly and not add to the frustrations already experienced by individuals who are out of work or seeking employment and training services. It is the purpose of DOL-funded programs to assist people who are having difficulty finding employment. It is not the intention of DOL to discourage participation by imposing difficult documentation and verification requirements.

Discretionary grantees and their sub-grantees (i.e., service providers) must make reasonable efforts to document eligibility for grant activities and services. However, the use of applicant statements or self-attestation forms is allowable to document those items that are not verifiable or are not readily available. The applicant’s difficulty in obtaining documentation does not need to entail privation or suffering (undue hardship) to justify using an applicant statement. In taking an applicant’s statement, it is not necessary to obtain corroboration unless there is reason not to believe the applicant. It is, however, highly recommended that the participant self-attestation form be written, signed, and dated by the individual and the case manager. The grant-specific Post-Award Guides contain examples of participant and employer self-attestation forms.

Discretionary grantees are required to provide the participant the opportunity to provide equal opportunity information (the ethnicity, race, sex, age, and where known, disability status of participants).  A response to these questions is voluntary, and the responses must be provided by the participant, not by observation by the intake specialist.  Detailed guidance about Equal Opportunity information is available in your grant-specific Post-Award Guide. 


Table 1 provides a sample of acceptable source documents grantees may use to verify information collected during the intake process. The information and documents used to verify eligibility will differ substantially, based on the grantee’s eligibility criteria and the types of individuals to be served through the grant. Please keep in mind the examples listed below are not inclusive of all the available sources of information. Rather, the table is provided as an illustration of the types of documents that grantees can use.

Table 1: Samples of Acceptable Source Documentation

	Examples of 
Common Data Elements 
or Eligibility Criteria
	Examples of 
Acceptable Documentation

	Birth Date/Age 
	· Birth certificate

· Baptismal or church record

· Driver’s license

· Federal, State, or local government-issued identification card

	Race (EEO question)
	· Self-Attestation



	Ethnicity (EEO question)
	· Self-Attestation



	U.S. Work Authorization: Grantees may require that participants have a legal right to work in the U.S. For up-to-date information on the INS Form I-9 go to www.uscis.gov/graphics’formsfee/forms/I-9.htm 
	· Verification of document(s) that satisfy List A of the I-9

· Verification of document(s) that satisfy List B and C of I-9

	Selective Service Registration: Each male registrant 18 years of age or older born on or after January 1, 1960 must present evidence that he has complied with Section 3 of the Military Selective Service Act.
	· Acknowledgement letter

· Form DD-214

· Screen printout of the Selective Service Verification Internet site: www.sss.gov/reg ver/verification1.asp 

· Selective Service Registration Card

· Selective Service Verification Form (Form 3A)

· Stamped Post Office Receipt of Registration

	Reside in Geographic Area: Grantees may choose to limit services to individuals living in a specific geographic area.
	· Driver’s license

· Utility bill or credit card statement showing current known address

· Self-Attestation

	Terminated/Laid-off from Work: Some grantees may be serving dislocated workers who may have received a layoff notice or who may not return to a previous industry or occupation.
	· Worker Adjustment and Retraining Notification Act (WARN) notice

· Photocopy of media article or general announcement by the company

· Employer or union representative letter or statement

· Self-Attestation

· 
· Invitation letter of Self-Employment Assistance (SEA)

· Screen print of SEA schedule

· Internet site indicating lack of industry/occupation availability

· Statement from doctor, local One-Stop, or partner program stating individual inability to return to previous industry/occupation due to physical limitations

	Self-employed
	· Business license

· Copy of completed Federal income tax return

· Self-Attestation

	Displaced Homemaker
	· Self-Attestation

	Underemployed
	· Employer statement or verification

· Employment specialist/case manager determination

· Self-Attestation

	Not Employed
	· Review of UI wage records

· Self-Attestation

	Veteran Status
	· DD-214

· Veteran’s Administration letter or records

	Cash Public Assistance
	· Authorization to receive cash public assistance

· Copy of public assistance check

· Public assistance identification card

· Public assistance records/printout

· Refugee assistance records/printout

· Signed statement from Health and Welfare Agency

· Telephone verification

	Family Income
	· Accountant statement

· Alimony agreement

· Bank statements

· Social Security benefit records

· Unemployment Insurance documents

· Pension statement

· Copy of completed Federal income tax return

	Homeless
	· Self-Attestation

· 
· Statement from Social Services Agency

· Statement from individual or organization providing temporary housing or meal assistance

	Individual with a Disability (EEO question)
	· Self-Attestation

	Basic Skills Deficient
	· School records

· Standardized test scores

	School Dropout
	· School records or statement

· Self-Attestation

	Pregnant or Parenting
	· Birth certificate

· Hospital record of birth

· Medical card showing dependents

· Statement of physician

· Copy of completed Federal income tax return

· Self-Attestation

	Offender
	· Court documents

· Letter of parole officer

· Police records

· Statement of halfway house

· Statement of probation officer

· Newspaper 

· Self-Attestation

· 
· Telephone verification


Intake Process

Grantees should develop an intake or enrollment process where eligibility determination can be obtained and documentation collected. Any documentation collected or obtained during the intake process should be maintained in the participant’s case files. Most grantees collect identification and demographic information during the intake process as well as conduct a mini-assessment of participant’s supportive service and career needs. Additional information about participant assessment instruments and procedures is available in Handout 4.
