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Procedure: WIOA Eligibility Process             
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( Procedure for determining eligibility for Workforce Innovative Opportunity Act (WIOA) specialized programs.
RESOURCES:
· WIOA Guidelines
· WIOA Certification Review Checklist
· Eligibility Counselor Note Procedures
SERVICES

Staff will determine eligibility for specialized program funding to maximize available resources for service delivery.  

COMPLIANCE REQUIREMENTS & MEASURES:

Quality Assurance monitoring forms has 90% YES responses.

WORKFORCE EXPECTATIONS:
Staff will accurately determine eligibility in accordance with local, state and federal policies and procedures to ensure adequate and proper utilization of program funding.  

Staff will collect, verify and maintain appropriate eligibility documentation in the customer’s file.  Staff will also be responsible for conducting timely TWIST data entry, which includes updating Intake Common, creating a WIOA Program Detail and Counselor Notes.
Staff will provide ineligible individuals with alternative resources within the center and/or community.
Staff will determine eligibility for all available funding sources at the time of application. Staff should explain the purpose of certifying across all available funding sources to customers at the onset of the eligibility appointment.  It is customer choice to consider one funding stream for eligibility determination; however, this consideration should be documented in TWIST counselor notes.
Staff will document in TWIST counselor notes that a determination was made regarding an applicant’s WIOA eligibility status for program consideration.  This entry should indicate that the applicant’s eligibility status is either complete, or incomplete & pending, or denied.

Counselor notes will contain factual information, professional decisions and should be written professionally and with integrity. Counselor notes should be objective. 

WORK INSTRUCTIONS:

· Staff will conduct WIOA eligibility as outlined in the WIOA Guide. The WIOA Guide explains each WIOA client population, provides information for documenting and determining eligibility.

· Local workforce development areas (workforce areas) are required to document the eligibility of adult, dislocated worker and youth participants served with WIOA funds. 

Step 1: Orientation:  All customers will begin the WIOA process by attending a WIOA Orientation. The Orientation may occur in a group setting or on a one-on-one basis; the process utilized will be at the discretion of Management/Designee based on Center need. 
A. After each WIOA Orientation session designated staff will enter Service 30: Intake/Orientation in TWIST Service Tracking tab to document the attendance of the WIOA Orientation.  
B. Staff should provide customers the WIOA Eligibility Document Checklist at the WIOA Orientation, as part of the Orientation packet or prior to the eligibility appointment.  This checklist will be used to inform customers of required documentation they need to provide at the onset of the eligibility appointment.
C. Staff will begin to use the WIOA Pre-registration form effective immediately.  The pre-registration form should be provided at the Orientation as part of the Orientation packet.  The form will be used to document a customer’s interest in applying for WIOA consideration.  The form must be dated by customer at date of application.  Staff may use the form as a guide during the interview process in which to ask questions regarding potential eligibility consideration.  The form may be updated and/or corrected by staff during the interview process.  Staff should make every effort to ensure that the information (dates, employment history, education, addresses, etc.) transferred from the pre-registration form is correctly entered into TWIST Intake Common. 

Step 2: Eligibility Process: After the WIOA Orientation, the customer will be scheduled an eligibility appointment. 

· The frequency and number of WIOA eligibility appointments scheduled will be based on Management/Designee discretion.  Management/Designee will also determine frequency and occurrence of customer reminder calls for WIOA eligibility appointments.
· Staff should inform the customer of the purpose of the WIOA eligibility appointment and explain the process and criteria for eligibility determination at the onset of the appointment. 
A. Eligibility Timeframes: Adult/Dislocated Worker/Youth: Staff will comply with completing the eligibility process within 45 days from the date of application (1st day of eligibility interview/process).  
B. Incomplete/Pending Eligibility Files: A filing system should be maintained at each Center in which to store incomplete eligibility files.  Files should be maintained for the 45 day (Adult/Dislocated Worker/Youth) timeframe.  Staff may document the application date in the upper right corner of the WIOA pre-registration form to track the eligibility timeframes. It will be up to Center to decide when to purge the ‘pending’ WIOA pre-registration forms and customer documents. The documents should be destroyed per File Maintenance Procedures.  Customers should be informed of the timeframe during the initial eligibility interview.  If a customer returns after the 45 days, staff may elect to use permanent documents whose information is static.  If the document contains information that has become outdated, then staff may not reuse the copied document. For example, paystubs need to be updated based on the new 26 week period. After the 45 days, the customer will have to complete a new pre-registration form.
C. Eligibility Documents:  All eligibility documents will be collected, reviewed, and maintained in hard case file to satisfy each individual eligibility criterion. Eligibility documents should be copied in a legible manner.  Staff may label each documentation source to identify the eligibility criteria satisfied. 
D.  Calendar Worksheet:  Staff will also utilize the Calendar Worksheet to document income calculation for 70% low-income categories only. The calendar worksheet is a resource tool to document pay periods, income calculations, make notations, determine the 26 week income begin & end dates and use the document check list to determine if documents have been collected to satisfy the eligibility criteria for the WIOA funding streams.
· Staff is required to use resources such as the Work Number, the TWIST tax wage tab as supplemental review information when researching income for the 70% LLSIL option.  

· Staff is required to show how all math calculations were determined on the calendar worksheet for ALL family members receiving income when determining the low income category based on the 70% LLSIL guideline or individual with a disability.  
E. Eligibility Verification Resources: Because eligibility relies on compliance with the verification and documentation of specific eligibility criteria, staff should make every effort to assist customers with the process and use all available resources (TWC, HHSC, Selective Service, the WorkNumber access, and State issued eligibility verification forms, etc) during the determination process.  
F. WIOA Telephone Verification/Document Inspection form:  If staff is offsite and do not access to a copier, or if a copier is unavailable, then staff is required to use the WIOA Telephone Verification/Document Inspection form.  The form must be used for each documentation source used to satisfy each individual eligibility criteria. If a document contains information pertinent to satisfying specific eligibility criteria on both sides of the document, then staff must copy both sides of document.
G. Signatures – All signatures lines must contain a signature where indicated.  Eligibility forms that require  Management/Designee/supervisor or staff signature/date should occur on or before the eligibility determination date (may occur from application date through eligibility determination date).  However, the TWIST Certified Application must have signatures and dates based on the day eligibility determination occurred, with exception of ‘reviewed by’ signature line.
H. Forms - Staff must utilize current forms to verify, document or construct the file when determining eligibility for WIOA services.  
· The following internal forms should be used by staff during the intake process: WIOA Pre-registration form, WIOA Document Checklist, WIOA Calendar Worksheet.  All other previously used internal forms should no longer remain in the eligibility file as the fore mentioned forms supersede previously created forms.  Staff should be aware that creation of any internal forms is managed via approval of Management prior to implementation.  Staff will be notified when forms are revised and posted for staff to access and print. Forms will have an effective and/or revision date to indicate to staff the current format to use. 
· Staff will also utilize State created forms that are available for use in the WIOA Guidelines.
· Eligibility master files/sections should contain the following non-eligibility forms: Orientation to Complaint and any internal customer forms (i.e., Consent to Release, Contact back-up, etc).  
· The eligibility section should not contain any documents that do not pertain to the specific funding stream for which the eligibility certification was completed.
I. Directives – Staff will be provided directives that will outline updates or changes to procedures, policies, forms, customer flow or systems that affect the WIOA eligibility determination process.
Step 3: Completed Eligibility Determinations: Upon eligibility determination completion, the Staff should have collected and retained in the eligibility section ALL the documents used to meet the eligibility criteria and maintain data validation.  

· TWIST data entry should be completed according to TWIST Procedures to comply with data integrity standards and within 3 days to avoid late data entry. (See TWIST Data Entry section) 

· The customer & Staff should sign the WIOA Certified Application on the eligibility determination date.  Staff will also sign (no date required) the “data entered by” line. The Supervisor will sign the “review by” line and will sign on date of actual certification review process. TWIST Counselor Notes should reflect the occurrence of both the application date and eligibility determination date.  

· Staff should make every effort to certify across ALL available funding streams and explain to customers the reason to certify in more than one funding stream.  However, it is customer choice, which funding stream their eligibility determination is based upon.  This should also be documented in TWIST Counselor Notes. 

A. TWIST Manual Forms - In the event TWIST automation is unavailable or staff are conducting certifications offsite, staff must use the (State issued) TWIST forms.  These forms are posted for staff access.  Staff will be required to conduct data entry within the allowable timeframes, if TWIST is still unavailable then staff should document in counselor notes.  The eligibility master file/tab will stand alone with the TWIST manual forms and staff will not be required to reprint or replace hard copy TWIST forms.
B. TWIST Data Entry: Staff will comply with the current TWIST Procedures: “Generating a new TWIST record” and “Generating a Program Detail” as guidance on TWIST data entry requirements and to ensure data integrity is maintained regarding WIOA eligibility determination.  
· Staff should update ALL Intake Common tabs prior to creating a WIOA Program Detail. Intake Common is used to enter the customer's most recent information. It is used as a template to create a WIOA Program Detail.

· Staff should ensure that the updated information also obtained from the WIOA Pre-registration form match Intake Common. 
· Also, if eligibility for Adult is based on the low income category of 70% income guideline, then the TWIST documentation tab should have a corresponding row for each income source per family member that is in the eligibility file. The same data entry rule applies for proof of individual/family size.
· The documentation source used in the file should match the documentation source entered in TWIST. 
The TWIST Certified Application and Program Detail Documentation should be printed on date of eligibility determination. If TWIST is unavailable, staff must use TWIST hard copy forms and document in counselor notes.
Step 4: Income re-determination (if applicable): WIOA Adult customers do not have to meet income eligibility criteria until they are enrolled in intensive services. Since that can occur after the application date, their income determination period can change.

· Use the Income Re-determination tab to enter the identifying and income information of the customer's family members including the customer for the purpose of re-determining income eligibility for WIOA Adult.  
· Staff can refer to TWIST Procedures for data entry guidelines to enter an income re-determination or use the help option in TWIST. Staff will complete the following fields:
· Before conducting the income re-determination, staff should update any information that has changed in Intake-Common (excluding income). Save the updated changes.
· Click on Program Detail in the Menu Selections tree. Program Detail will display.
· Click on the appropriate WIOA program detail sub-menu item. The WIOA Program Summary tab will display.
· Click on the Income Re-determination Tab. The Income Re-determination screen will appear.
· Ending Date - is the end date of the 26 week income re-determination period. The system will automatically display the Beginning Date (6 months prior to the Ending Date).
· Family Member - add all family members as defined by the WIOA eligibility guidelines. The customer will display as the first family member record. Then add the following:  SSN, Relationship, Birth Date, Age.
· Income Type – Right click to add the family member’s income record. Then complete the following fields: Income Type (select from the drop down menu to distinguish the type of income the family member received), Comments (type up to 20 characters of information. For example, to indicate the family has FS or TANF, etc.), 6 Months (Type in the amount the family member earned during the income re-determination period). TWIST will display an “x’ if the income is included for the purpose of determining WIOA income eligibility. The family member’s income record will be summarized. 
· Click on the Documentation tab. The Documentation tab is used to enter the documentation sources of the eligibility criteria that the customer has met for the re-determination.
· Right-click in the space below the Criteria and Documentation Source headings, and then select Add or Insert from the short-cut menu for each new criteria and its supporting documentation source the customer has met for the re-determination (i.e. food stamps or wages, family size, income exempt). Include any comments that are appropriate. This field is limited to 255 characters.
Step 5: Counselor Notes – Staff will complete TWIST counselor notes according to the Counselor Note procedures and utilize the provided template to standardize certain aspects of the eligibility determination notation. Staff should provide as much information regarding the customer’s request for services, goals, barriers, etc.  Remember, if data entry does not occur the same date as the application/eligibility determination process, then staff must include a statement that the notes were intended for the specific date of the occurrence.
Step 6: File Maintenance and File Order – Staff will follow guidance provided in the File Maintenance procedures and File Order list in regards to merging the eligibility certified documentation with the customer’s working file. 
· Staff must organize the eligibility file and eligibility documents within the file according to the current File Order list.
· WIOA Income Re-determination Paperwork - Any additional paperwork used for a Re-determination will need to be included with the initial eligibility, filed under the eligibility section.  Counselor Notes must be updated to reflect this update. 
Step 7: Eligibility Certification Reviews Process: To ensure quality eligibility determinations are completed and in compliance with WIOA eligibility guidance, the Certification Officer or designee will review all WIOA eligibility determinations timely. 
· The Certification Officer/designee will use the most current WIOA Eligibility Certification Review Instrument to conduct the reviews. In offices where staff maintains both the intake and certification role, assurances must be made that staff can not review their own eligibility determinations. 
· Every effort should be made to complete the certification reviews timely and/or as designated by Management/Designee. 
· The WIOA Eligibility Certification Review Instrument does not remain part of the customer file, it is merely used to ensure appropriate and correct eligibility criteria and determinations were applied to certification and TWIST data entry was completed effectively. The Certification Officer will maintain an electronic/hard copy record of all documented reviews for future reference.  A filing system for those who maintain a hard copy will need to be maintained. 

· If errors are identified, then the file will be returned to the Staff so that corrections can be made.  The Certification Officer will send an electronic version (via email) of the WIOA Certification Review Instrument to the Staff to outline which specific errors need to be corrected.  The errors should be identified in the “errors’ section of the instrument.  Staff will then complete the “corrections” section, to document how an error was corrected or document a rebuttal.  If staff enter a rebuttal, then they must supply the reference of the eligibility procedure or criteria that substantiates their rebuttal.   If no issues are found then it should be documented and the file will be returned to the Staff as directed by Management/Designee. 
· The Certification Officer/designee will sign the WIOA Eligibility Certification Review Instrument to signify the review was completed. The signature may be data entered on the signature line of the instrument, if the instrument is maintained electronically. 

· The Certification Officer will complete the TWIST Certification tab as a review of the customer’s completed eligibility determination for Adult, Youth and/or Dislocated Worker funding streams. The data entry on the certification tab is the responsibility the Certification Officer/designee. The following fields will be completed: 

Date - is the date the eligibility was certified/reviewed.
Status – select the appropriate certification status from the drop down menu selection.
Officer – Staff’s user id/name that completes the certification tab/status.
· If after all steps are completed and no corrections are needed, then the Certification Officer may indicate file as ‘approved’.  If corrections need to be made, then the Certification Officer indicates the certification as ‘pending.’ Once corrections made, then the Certification Officer enters new row to indicate ‘approved.’  If file is ineligible; then the Certification Officer indicates certification is ‘denied.’ If corrections occur the same day, then the Certification Officer may update the current row.

· The Certification Officer/designee will sign and date the “review by” line on the TWIST WIOA Certified Application the day certification review occurred. 

· The Certification Officer will document in TWIST Counselor Notes the status of the certification review.
Step 8: Referral Process: - Once a customer file has been approved for certification, the customer should be referred to a WIOA Staff for enrollment consideration based on the customer’s goals/needs/barriers, availability of funding and justification for enrollment.  
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