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WIOA Adult and Dislocated Worker
Eligibility/Source 

Documentation & Monitoring

Office of Workforce Development
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Introduction
• Elizabeth King and Beverly Grabovich,

WIOA A/DW Training and Technical Assistance Team

• Rhonda Hobbs, Monitoring Case Management Analyst

Housekeeping
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Agenda:
• Monitoring’s Role
• WIOA Adult and Dislocated Worker Factors that Impact Eligibility
• The Policies that Support Eligibility
• WIOA Adult Eligibility Criteria
• Appropriateness
• Priority of Service
• WIOA Dislocated Worker Eligibility Criteria & Special Conditions
• Source Documentation
• Capturing Data in ARIES
• Monitoring Insights
• Questions
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Monitoring
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WIOA A/DW Eligibility
WIOAP 15-02.1

“Designed to provide employment and training opportunities to those 
who can benefit from, and who are in need of, such opportunities.”

Key Take Aways:
o Meeting eligibility criteria and requirements
o Based on Federal, State and Local Policy
o Appropriateness
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WIOAPL
15-20.2

Priority of Service for 
Veterans and Eligible Spouses
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Appropriateness Scenarios
Customer comes into OMJ Center, their associates degree credential was obtained 27 years 
ago and they cannot find employment with their current skill sets as evidenced in reviewing 
their job applications and rejection letters. 
Would WIOA training services be an appropriate consideration for the individual?

Suitability: You are assisting someone apply to jobs, but discover the customer is struggling to 
read the job postings and type on a computer.

Is it appropriate to enroll him in an Occupational Skills Training service? 

What services might be a better fit?
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WIOAPL 15-20.2
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How Priority is Determined:
• Veteran: status verification & Local Area’s Priority of Service Policy 

• Low Income: 
• SNAP recipient (Supplemental nutrition assistance program) Receives/or past six months 

received
• TANF recipient (Temporary Assistance for Needy Families)
• SSI (Supplemental Security Income)
• Other income-based public assistance
• In a family with total family income that does not exceed the higher of: the poverty line or 70% 

of the lower living standard income level
http://emanuals.jfs.ohio.gov/Workforce/WIOA/WIOAPL/WIOAPL-15-19-1.stm

Poverty Line and Lower Living Standard Income Level

• Basic Skills Deficient: Test Scores relating to an inability to compute, solve problems, read, write 
or speak English at a level necessary to function on the job, in the individual’s family or in society.

Basic Skills Assessment Samples
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https://jfs.ohio.gov/job-services-and-unemployment/job-services/job-programs-and-services/comprehensive-case-management-and-employment-program/questions-answers/enrollment/comprehensive-assessment
https://jfs.ohio.gov/job-services-and-unemployment/job-services/job-programs-and-services/comprehensive-case-management-and-employment-program/questions-answers/enrollment/comprehensive-assessment
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(1) of (5) 
Dislocated

Worker 
Categories)
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(5) Categories

Each with their 
own Criteria

& 
Acceptable 

Source 
Documentation

13



Mike DeWine, Governor | Jon Husted, Lt. Governor | Matt Damschroder, Director

Conditions

Documentation from Employer/Unemployment that Lock Out exists

Employer
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What is Source Documentation? 

WIOAPL 15-07.3
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Acceptable:
• Originals of Allowable Source Documentation are acceptable and will 

be returned once a copy has been made

• Copies of Allowable Source Documentation can be submitted by the 
customer

• Electronic copies are acceptable (sent from a mobile/electronic device)

• You are encouraged to reject illegible copies of Source Documentation

Source Documentation can be uploaded into ARIES or kept as a hard copy
in the case file

Adding a Case Note referencing these documents is recommended
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• Per rule 5101:9-30-04 of the Administrative Code

• Eligibility documentation can be stored electronically

• ARIES is the system of record for all WIOA workforce activities.

• Information must be placed into ARIES within 30 days of obtaining the 
information. No other system of case management shall be 
maintained.

Electronic Files

PROGRAM YEAR 2020 KEY MONITERING FINDING:
Accurate & Timely Information
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o Not considered a Public Record thus Not disclosed to the general public

o Only used for Workforce program administration

Examples: names, home and email addresses, phone numbers, dates of birth

o Some information is more sensitive than others & Staff training should be provided

Examples: SSN, state and fed tax IDs, driver’s license numbers, credit and debit cards, bank acct #s

o Federal Law, OMB Guidance and US Department of Labor policy require this information be protected with policies and 
procedures created by WSPs

WIOAPL 15-07.3 provides a list of the Workforce Service Providers (WSPs) PII Handling and Protection 
requirements

Personally Identifiable Information (PII)

PROGRAM YEAR 2020 KEY MONITORING FINDING: Names and information of individuals
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Adult/DW
• WIOA adult and dislocated worker intake process may be conducted with the client over the 

phone

• Client/applicants may verbally sign the JFS 13186, Self-Attestation and the JFS 13187 
Citizenship Status/Authorization to Work Self Attestation over the phone

• Verbal signatures are allowed on WIOA forms but should be collected only as an absolute 
necessity

• Local areas must exhaust all other options before resorting to the acceptance of a verbal 
signature

• Source documentation must be collected within 90 days of program enrollment

Verbal Signatures
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• IMPORTANT:  WIOA programs are not permitted to require disclosure of SSN as a condition of program participation. 

• If a customer is self-registering through the CFIS-OMJ App (CFIS Kiosk) and has no SSN or chooses not to provide one, 
OhioMeansJobs center staff must create a pseudo nine-digit SSN that is a temporary number to be used to register the 
participant.

• The formula for a pseudo number is as follows:

Enter 99 for the first two digits, use two digits for the month of the job seeker's birth, two digits for the job seeker's day 
of birth, use the last two digits for the job seeker's year of birth, and lastly use a "0" for the last digit. If the system 
detects a duplicate with the pseudo number, advance the last digit by one number until no duplicates are found.

For example, a job seeker with a birth date of July 1, 1968, would have a temporary SSN of 990-70-1680.  If this is a 
duplicate, you would then try 990-70-1681. 

Pseudo SSN
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Self-Attestation occurs when a participant states his or her status for 
an eligibility criterion or set of eligibility criteria, and then signs and 
dates a form acknowledging this status.

Self-Attestation
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**Be sure that the client 
accurately and completely 
states what they are self-

attesting to!**

PROGRAM YEAR 2020 KEY 
MONITORING FINDING: 
Insufficient information
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Here is the Self Attestation Form: JFS 13186

Graig do you have something to share here

“GRAIG: I see a 2020 Program year finding…”HANDOFF

•Seeing increasing number of problems the way self-attestation 
forms are being filled out.
•Self-attestation is just as important as any other document.
•The language has to specify the criteria being met.
•The form needs to be filled out completely.
•If the customer’s language does not adequately address the 
issue, you may offer help with how it is written. Just make sure 
the information is accurate and addresses the issue correctly.
•We are fine with you helping them fill out this form.
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This is my self-attestation for my WIOA program.
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I am attesting that I was laid off from my job at 
Walmart Distribution Center in Columbus, OH and 
my date of dislocation was 9/18/2021.
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Dislocated Worker Documentation
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Which 
category 
do you 
use the 
most?
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• Has been terminated or laid off, or has received a notice of termination or layoff, from 
employment; AND

• Is eligible for or has exhausted entitlement to unemployment compensation; OR has 
been employed for a duration sufficient to demonstrate attachment to the workforce, 
but is not eligible for unemployment compensation due to insufficient earnings or 
having performed services for an employer that were not covered under a state 
unemployment compensation law; AND

• Is unlikely to return to a previous industry or occupation
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• An individual who is laid off and falls into one of the following categories or another 
category identified by the local WDB.  

1. The number of jobs in the applicant's previous industry/occupation is declining based on Labor 
Market Information (LMI) data

2.   The projected annual increase in employment growth within the local area based on LMI or 
O*Net is fewer than 100 jobs in the previous industry (including replacements) or the projected 
annual increase in growth openings is fewer than 30 jobs in the previous occupation

3. The applicant is dislocated from a job not found on the most recent local or   state list of 
demand occupations (if applicable)

*Under 20 CFR 680.130, local areas may establish additional criteria to the “unlikely to return” definition, a 
local policy must be developed to define “unlikely…” The local area may also identify other appropriate 

source documentation based on those criteria.

Unlikely to Return

WIOAPL 15-02.1
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Acceptable Source Documentation

1. Proof of employment with layoff 
employer

2. Proof of termination or layoff or 
notice of the same

3. Is eligible for or has exhausted 
entitlement to UC, OR proof of  
attachment to the workforce, but 
UC ineligible due to insufficient 
earnings or services not covered 
by UC law

4. Unlikely to return to previous 
industry or occupation

5. Has been identified as meeting the 
criteria for RESEA selection

If dislocated workers are RESEA eligible, the special condition 
mentioned earlier, you only need to document number 5.

If dislocated workers are not RESEA eligible, you must document 
numbers 1, 2, 3 and 4 to document the eligibility criteria.
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I was a cashier at a small business that closed 
due to loss of sales during the COVID-19 
pandemic. I was laid off after the store closed in 
June 2020.
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• Your participant was laid off from their phlebotomy position. You check the Ohio's Top 
Jobs list and phlebotomist does not appear.

• Does this meet the definition of unlikely to return?

36

https://topjobs.ohio.gov/static/statewide-topjobs-list.pdf
https://topjobs.ohio.gov/static/statewide-topjobs-list.pdf


Mike DeWine, Governor | Jon Husted, Lt. Governor | Matt Damschroder, Director

OAC 5101:9-30-04

Mandated Use of ARIES
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Capturing Eligibility & Source Documentation 
in ARIES
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Role of Case Notes
• Provides the 5 W’s: Who, What, When, Where, Why of 

customer encounter

• Tells the “eligibility story” by explaining the eligibility criteria 
and supporting documentation collected

• Shows the ongoing interaction and accountability of both WIOA staff and 
customers through eligibility and enrollment process
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Samuel Jacobs

Samuel Jacobs brought in his Driver's License to verify he is 27 yrs old which I scanned and uploaded into ARIES/his case file. He has now brought 
in all eligibility documentation to verify eligibility and falls in the A category: Terminated or laid off. He provided his UI determination letter which lists 
the employer's and his name and provided a print out of State in demand list showing that chauffeurs are not in demand in Ohio. We are now setting 
up an appointment 10/31/2022 to complete his IOP, which upon adding a P service, will officially enroll him into WIOA Dislocated Worker.
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WIOA Adult Eligibility (+)
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Selective Service Registration
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Manual entry on 
Profile

Auto-populates on 
Eligibility and 

Enrollment form

Upload acceptable 
source 

documentation
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• Worksite agreements that had missing signatures or required elements.

Last (2) 2020 Key Findings:
• Instances of missing WIOA complaint forms, missing signatures or and missing signature dates.

• Majority of Monitoring issues occur in Category A: Terminated or Laid off or Received Notice.

*Is unlikely to return to a previous industry or occupation.

• If we are assisting a customer who falls in more than (1) of the DW categories, choose the category that 
requires the least amount of paperwork. This will eliminate the possibility for error.

• If a customer brings in several pieces of Source Documentation but only (1) is required, capture all in ARIES.

Monitoring Insights:
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• WIOA Policies: 15-02.1; 15-04; 15-07.3; 15-20.2
WIOA Policy Website:

• Attachment A: Allowable Source Documentation: embedded link at bottom of WIOAPL 15-02.1

• OAC 5101:9-30-04 (Ohio's Administrative Code which describes the System requirement for case 
management)

• OWD Training and Event Calendar: Training for Workforce Development Professionals | Office of 
Workforce Development | Ohio Department of Job and Family Services

References
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WIOAQNA@jfs.ohio.gov
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