ADULT PROGRAM ELIGIBILITY

Department: Office of Economic & Workforce Development Effective Date: January, 2011
Directive # WDD 101-A Supersedes: July 1, 2008

PURPOSE

To provide OEWD funded agencies guidance on the eligibility requirements for Workforce
Investment Act, General Fund and Community Development Block Grant programs.

Eligibility determination is required when a job seeker needs staff-assisted services to obtain or
retain employment. As a job seeker moves through each level of services, additional requirements
must be met to show that the job seeker is appropriate for the next level of service, and requires
that level of service to obtain or retain employment.

REFERENCES
e  WIA of 1998; Title I: Workforce Investment System
e Title 20 Code of Federal Regulations (CFR) Part 652, et al.
e HUD, CDBG, SF General Fund Program Eligibility requirements

POLICY

Workforce Investment Act Eligibility

WIA Orientation- All participants are required to go through a WIA orientation prior to eligibility
determination. The provider shall be made aware of the all the elements and paperwork of the WIA
program in order to prepare individuals who are interested in receiving WIA services.

Basic Eligibility Requirements
The basic requirements for WIA eligibility are as follow:
e 18 years of age or older
e A citizen or noncitizen authorized to work in the U.S.; and
e Meet Military Selective Service registration requirements (males only):

0 Selective Service Registration Requirements
Men born on or after January 1, 1960, are required to register with Selective Service
within 30 days of their 18th birthday and up to, but not including their 26th birthday.
This includes men who are:
= (Citizens of the U.S.;
= Non-citizens, including illegal aliens, legal permanent residents, seasonal
agricultural workers, and refugees who take up residency in the U.S. prior to
their 26th birthday;
= Dual nationals regardless of whether they live in the U.S.; and/or
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= Veterans discharged before their 26th birthday.

For U.S. citizens, Selective Service registration is not required if the man falls within one
of the following categories:

= Men who are serving in the military on full-time active duty;

= Men attending the service academies;

= Disabled men who were continually confined to a residence, hospital or
institution; and/or

= Men who are hospitalized, institutionalized, or incarcerated are not required to
register during their confinement; however, they must register within 30 days
after being released if they have not yet reached their 26th birthday.

For non-U.S. citizens, Selective Service registration is not required if the man falls within
one of the following categories:

= Non-U.S. male who entered the U.S. for the first time after his 26th birthday.
Acceptable forms of supporting documentation include:
1. Date of entry stamp in his passport;
2. 1-94 with date of entry stamp on it; or
3. Letter from the U.S. Citizenship and Immigration Services indicating the
date the man entered the U.S. (shown along with documentation
establishing the man’s age).
= Non-U.S. male who entered the U.S. illegally after his 26th birthday. He must
provide proof that he was not living in the U.S. from age 18 to 25.
= Non-U.S. male on a valid non-immigrant visa.

Note: The requirement for transsexual, transgendered, and intersex individuals to
register with Selective Service depends upon the gender recorded on their birth
certificate. If an individual is recorded as a male, that individual would need to register
for Selective Service regardless of their present sexual identity (e.g. sex change from
male to female). However, if that individual’s birth certificate is later changed to reflect
a female identity, that individual would not be required to register.

Additional information regarding registration requirements can be found on the
Selective Service website at www.sss.gov. This website also provides a quick reference
chart listing who must register at www.sss.gov/PDFs/WhoMustRegisterChart.pdf.

Additional Requirements for Adults
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In addition to meeting the basic eligibility requirements, potential participants must be considered
a member of a low income household. A job seeker who meets any one of the following criteria
satisfies the low-income requirement for WIA adult services:

e Receives or is a member of a family that receives cash payments under a federal, state, or
local workforce development area income-based public assistance program;

* Receives food stamp benefits or is a member of a family that receives food stamp benefits
or was determined eligible to receive food stamp benefits within the last 26 weeks;

e Receives an income or is a member of a family receiving an income that, in relation to family
size, is not in excess of the current combined 70 percent Lower Living Standard Income
Level and poverty income guidelines.

* Is a homeless individual as defined in the Stewart B. McKinney Homeless Assistance Act,
§103(A) and (C); or

* Is anindividual with a disability whose own income meets the requirements, even if the
individual’s family income does not meet the requirements.

Note: WIA provides specific eligibility consideration for job seekers with disabilities. If a job seeker
with a disability proves to be ineligible because of family income, his or her income may be
separated from the family’s income. For the purposes of income eligibility determination, the job
seeker with a disability may be considered an unrelated individual who is a family unit of one.

Requirements for Dislocated Workers

To qualify for services as a dislocated worker, job seekers must satisfy the basic WIA eligibility
requirements and fit in one of the following five dislocated worker categories:

Category 1:
The job seeker must meet all of the following criteria:

* terminated, laid off, or have received a notice of termination or layoff;

e unlikely to return to the previous occupation or industry; and

* either eligible for or have exhausted entitlement to Ul compensation; or ineligible for Ul
compensation, but able to show an attachment to the workforce.

Category 2:
The job seeker must have been terminated, laid off, or received a notice of termination or layoff

from employment as a result of:

* any permanent closure of a plant, facility, or enterprise; or
* asubstantial layoff at a plant, facility, or enterprise.

Category 3

The job seeker must have been self-employed (including employment as a farmer, rancher, or
fisherman), and currently be unemployed as a result of:
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e general economic conditions in the community in which the job seeker lives; or
* anatural disaster.

Economic conditions that result in the dislocation of a self-employed individual may include but are
not limited to:
e failure of one or more businesses for which the self-employed individual supplied a
substantial portion of products or services;
e failure of one or more businesses from which the self-employed individual obtained a
substantial portion of products or services;
e substantial layoffs from, or permanent closure of one or more plants or facilities that
support a significant portion of the state or workforce area economy;
e depressed prices or markets for the article(s) or service(s) produced or provided by the self-
employed individual; or
e generally high levels (above 4.5 percent) of unemployment in the workforce area.

Category 4:

The job seeker must be employed at a facility where the employer made a public announcement
that the facility will close within 180 days. The announcement must be made with both a:

¢ declaration of closure, which states a planned date of closure, to the media; and
¢ documented verification to the State.

Category 5:
The job seeker must be classified as a displaced homemaker (male or female) who:
e provided unpaid services to family members in the home;
¢ has been dependent on the income of another family member but is no longer supported
by that income; and
e is unemployed or underemployed and experiencing difficulty finding or upgrading
employment.
A displaced homemaker may lose supportive income due to divorce or the death of a spouse.
However, the loss of supportive income may also be the result of a former wage earner’s job loss

and that former wage earner may still be living in the home.

Note: When job seekers do not meet eligibility requirements for any WIA-funded services, refer
them to alternate sources of funding.

Serving Military Service Members and Spouses

Current WIA law and regulations provide limited guidance on serving the following populations,
both of which may meet WIA dislocated worker eligibility criteria:
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Military service members who are non-retirees and who are being discharged under
honorable conditions; and military Spouses.

An individual must first meet WIA eligibility criteria to qualify as a dislocated worker. Then,
if the individual is either a military service member who is not retiring, but is being
honorably discharged due to special circumstances, or a qualifying military spouse, the
individual must be given priority over nonveteran dislocated workers.

Separating military personnel must:

be discharged under conditions other than dishonorable, whether voluntarily or
involuntarily;

be non-retirees; and

satisfy other WIA criteria for dislocated worker eligibility, including the requirement that the
individual is unlikely to return to his or her previous industry or occupation.

A military spouse must:

leave a job to follow his or her spouse who is a military service member; or

be unable to continue employment because of his or her spouse’s change of military
station, or lose employment as a result of his or her spouse’s discharge from the military;
and

satisfy other WIA criteria for dislocated worker eligibility, including the requirement that
the spouse is unlikely to return* to his or her previous industry or occupation.

*Spouses Unlikely to Return to a Previous Industry or Occupation — In the majority of cases, the
circumstances in which spouses of active military service members are required to leave a job or
occupation because of the military member’s transfer do not position the spouse to return
immediately to his or her previous occupation or industry—particularly at the same pay level—for
the following reasons:

0 spouses are generally not resuming employment with the same employer;

0 even if a spouse resumes employment with the same employer, the employment is
in a new location, and occupations will generally not be structurally or
organizationally the same as in the prior location;

0 when military spouses do obtain jobs in their new locations, as new employees they
will often start at lower levels of seniority than that attained in prior locations; and

0 thereis frequently a gap in employment as spouses make the move and search for
new employment, which can lessen their likelihood of returning to the same level of
occupation or type of job.
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Acceptable Support Documentation

Eligibility determination must be accompanied by supportive documentation. Acceptable
documentation is finite and very specific for each eligibility criteria. Acceptable documentation can
be found in the WIA Technical Assistance Guide (TAG).

Data Collection and Record Keeping

WIA Service Provider (WSP) responsible for determining participant’s eligibility will be required to
utilize Workforce Central System (WFC) to create and submit the WIA application, obtain all
required signatures, and upload all required support documents to OEWD for approval. WSP will
maintain participant files for a period of no less than three (3) years if not enrolled in WIA, and five
(5) years from the point of exit from WIA.

General Fund Program Eligibility

The basic requirements are as follow:
* Resident of San Francisco
e 18 years or Older

Acceptable Support Documentation
Staff is responsible for determining the eligibility for a Job Seeker to access services. The Job Seeker
must provide one of the following forms of documentation to demonstrate that s/he is a resident of
San Francisco;

e A government-issued photo ID
AND one of the following:

e A utility bill addressed to the participant at a San Francisco address within the last 6 months,

OR
* A postmarked envelope from within the last six months addressed to the participant at a

San Francisco address

A photo copy of the government issued ID and supporting documentation must be kept within the
client’s file as proof of eligibility and age.

Community Development Block Grant Eligibility

The requirements for CDBG eligibility are as follows:

*  Proof of Low to moderate income
e San Francisco Residency preferred
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Acceptable Support Documentation

The participant must complete the Family Income Verification Form, provide proof of low to
moderate income (Please see Family Income Verification Form Instructions for acceptable
documentation and definitions). Provide one of the following forms of documentation for proof of
residency:

* A government —issued photo ID with a San Francisco address o, or
* A government issued photo ID with a Non- San Francisco address AND:

e A utility bill addressed to the participant at a San Francisco address within the last 6 months,
OR

* A postmarked envelope from within the last six months addressed to the participant at a
San Francisco address

A photo copy of the government issued ID and supporting documentation must be kept within the
client’s file as proof of eligibility and age.

INQUIRIES

Inquiries should be addressed to the OEWD Director of Operations at 415-581-2335 or
workforcedevelopment@sfgov.org.

OWED and its service providers shall follow this policy. This policy will remain in effect from the date
of issue until such time that a revision is required.
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