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PURPOSE
To provide state policy guidance on Washington State’s data element validation process relating to the Workforce Investment Act (WIA) Title 1-B and Trade Adjustment Act (TAA) programs.

REFERENCES
U.S. Department of Labor, Employment and Training Administration (DOL/ETA) 
TEN 19-07 issued December 11, 2007; DOL/ETA TEN 9-06 issued August 17, 2006; DOL/ETA TEN 14-02 issued May 28, 2003; DOL/ETA TEGL 3-03 issued August 20, 2003 and subsequent changes 1-3; DOL/ETA TEGL 17-05 issued February 17, 2006; and WIA Final Rule, 20 CFR, Section 667.

BACKGROUND
As recipients of WIA Title I-B and TAA funds, the Employment Security Department (ESD) and local Workforce Development Councils (WDCs) are required to collect and report accurate program information.  The U.S. Department of Labor, Employment and Training Administration (U.S. DOL/ETA) mandates annual data element validation to maintain and demonstrate system integrity, assess the accuracy of submitted participant data, and identify and correct problems associated with reporting processes.

Data element validation should not be confused with the eligibility verification requirements of the WIA and TAA programs.  Although data element validation may verify the existence of source documentation for some WIA and TAA eligibility criteria, the process does not validate participant eligibility.

Data validation training, tutorials and frequently asked questions are located on the U.S. Department of Labor website.  Also see Attachment A:  Data Validation Source Documentation Desk Aid.
PROGRAMS
Programs subject to this policy include Workforce Investment Act (WIA) and Trade Adjustment Assistance (TAA).

POLICY
Data Element Validation is an annual activity conducted by Employment Security Department central office staff.  The process involves reviewing selected samples of participant data reported on the most current annual Workforce Investment Act Standardized Record Data (WIASRD) and fiscal year Trade Act Participant Report (TAPR) against source documentation in exiter records for compliance with federal definitions.  

SECTION 1:  DRAWING THE SAMPLES

The state data validation coordinator will draw the WIA sample in October using DOL/ETA software, Data Reporting and Validation System (DRVS).  The sample includes records from the Adult, Dislocated Worker, National Emergency Grant, Younger and Older Youth programs.  WIA sampling methodology is explained in the current WIA Data Validation Handbook. 
The TAA data validation sample is drawn in November.  TAA sampling methodology is described in Appendix B of the TAA Data Validation Handbook.
WIA and TAA validation software generate individual worksheets for each record in the sample.  The worksheets specify which data elements must be validated for that participant record.  

SECTION 2:  VALIDATION VISITS

The state’s validation coordinator will begin contacting Workforce Development Councils (WDCs) and WorkSource Area Directors (WSADs) statewide in October about the upcoming data element validation visits.  Each area will be asked to identify contact (point) people for WIA and TAA.  These individuals will be responsible for coordinating data element validation visits, assuring that records are pulled, and generally assisting the validation team by providing a work space to set up and review files as well as providing access to a computer for reviewing documentation in the state’s management information system known as Service Knowledge and Information in Employment Service (SKIES).  The space should have a lockable door or locking file cabinets for storing confidential program files during the visit.

The validation coordinator will contact the local WIA and TAA “points” in early November to begin scheduling visits which will begin in early December and run through late January.  
Each visit will take from one to three days, depending on the number of combined WIA and TAA records to be validated. Ideally, local WIA and TAA visits will be scheduled concurrently and completed at one location. 

A.  Local Preparations
Seven business days prior to the validation visit, WIA and TAA “points” will receive a list of the exiter records identified for validation.  The list will include first and last name, program affiliation, social security number and office of record at point of exit.  This time frame should be adequate for locating the records, which are usually archived off site and may require multiple service providers to gather files from several locations.  Exceptions to the seven-business-day policy may be granted on a case-by-case basis for areas needing to locate more than 200 records.

The exiter records must be pulled in their entirety before the scheduled visit, including hard copies of case notes (including those in SKIES) and supportive services documentation. WIA and TAA “points” are advised to pull other existing program files for co-enrolled exiters, since source documents not found in one file may be located in another.   

Acceptable source documentation can be either the original document, a photocopy of the original document or an electronic copy of the original document.  With respect to a copy of the original document, the choice to capture source documentation by means of a paper photocopy or electronic scan (e.g., a PDF file) is at the discretion of the site.  However, if the site opts to maintain electronic files, it is incumbent on the site to make those files available to and accessible by data validators.  

B.  Conducting Data Element Validation

Certain designated data elements such as wage information and source documentation available in SKIES will be validated by Employment Security central office staff before the local area visit.  Upon their arrival at a local area, validators will hold an informal entrance meeting with WDCs and WSADs, or their designees, to go over logistics of the visit and to answer questions.   

Validators will bring an individual worksheet for each exiter record in the data element validation sample.  They will compare designated data elements from the worksheets to source documentation in exiter records to determine if the source documentation meets validation requirements.  To make this assessment, validators will refer to the current DOL/ETA listing of valid source documentation, which identifies acceptable forms of source documentation and lists whether the documentation in the exiter record must “Match” or “Support” the (reported) data on the worksheet. 

Match:  Data in the source documentation must be the same as the data on the worksheet. For example, if the worksheet says the exiter’s (reported) date of birth is July 1, 1975, the source document must also show July 1, 1975.

Support:  Data on the worksheet must be supported by data in the source documentation. For example, the results of a standardized assessment test (the source document) may support the basic literacy skills deficiency of a WIA youth program participant.  
Validators will record “Pass” or “Fail” for each designated data element on the exiter’s worksheet.  Data elements for exiter records that are missing or cannot be located are documented as “Fail”.

WIA source documentation requirements are listed in Appendix D of the WIA User Handbook.  TAA source documentation requirements are listed in Appendix C of the TAA User Handbook.
SECTION 3:  Reporting Results and Issuing Outcome Information 
The state validation team will meet with WDCs and WSADs or their designees after completing the local data validation process to share general observations about the validation and answer questions.  

Validation staff will enter all Pass/Fail data from the completed worksheets into the DRVS software and submit the information electronically to DOL/ETA.  The software calculates error rates for each element and produces summary and analytical reports for each program.  DOL policy requires states to submit WIA and TAA data element validation reports by February 1 each year.  

Each year by June 1, WDCs and WSADs will receive a statewide overview of validation results and a report on specific findings for their local area.  

SECTION 4:  Sanctions
There are currently no sanctions in place.  ETA has indicated that a 2% maximum error rate may be imposed in the future and that a significant or unresolved deviation from accuracy standards could potentially be deemed a failure to report and be subject to sanction. 

ACTION REQUIRED

Please distribute this policy to appropriate staff responsible for administering the WIA Title IB and TAA programs.

WEBSITE 
http://www.wa.gov/esd/policies/systems.htm
DIRECT INQUIRIES TO

Susan Haerling
WorkSource Standards & Integration Division
Employment Security Department
P.O. Box 9046, MS 6000
Olympia, WA    98507-9046 
Telephone: (360) 438-4040
E-Mail: shaerling@esd.wa.gov
DATA VALIDATION SOURCE DOCUMENTATION DESK AID 

Following are data validation source document requirements for specific WIA and TAA data elements.  These data elements, which are reviewed annually by the ESD validation team, must have documentation consisting of either the original document or a photocopy of the original document retained in the participant/exiter files or an electronic copy of the original document available to and accessible by data validators.  Other data elements validated each year, such as post-exit wages, are excluded from this desk aid because they are validated electronically by the ESD validation team through SKIES, wage records, and other sources.
Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

WIA Adult

	Data Element
	Match or Support       Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Date of Birth
	Match - Copy of I.D., baptismal record, birth certificate, DD-214, report of transfer or discharge paper, driver’s license, federal, state or local identification card, passport, hospital record of birth, public assistance/social service records, school records or ID cards, work permit, cross-match with Department of Vital Statistics, tribal records



	Veteran’s Status
	Support - DD-214, cross-match with veterans data



	Employment Status at Participation
	Support - Pay stub, case notes showing information collected from participant



	Low Income
	Support - Alimony agreement, applicant statement, award letter from veteran’s administration, bank statements, compensation award letter, court award letter, pension statement, employer statement/contact, family or business financial records, housing authority verification, pay stubs, pension statement, public assistance records, quarterly estimated tax for self-employed persons, social security benefits, UI documents



	TANF (Needy Family Status)
	Support - Cross-match with TANF public assistance records



	Other Public Assistance Recipient
	Support - Copy of authorization to receive cash public assistance, copy of public assistance check, medical card showing
cash grant status, public assistance records, refugee assistance records, cross-match with public assistance database



	Date of Exit


	Match - WIA status/exit forms, state MIS data, case note

	Other Reasons for Exit


	Support - Information from partner services, MIS systems, WIA exit form, case notes

	Date of First Intensive Service


	Match - State MIS data, case notes



	Date Entered Training


	Match - Cross-match between dates of service and vendor training information, vendor training documentation, state MIS, 
case notes




Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

WIA Adult

	Data Element
	Match or Support       Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Date Completed or Withdrew  from Training
	Match - Cross-match between dates of service and vendor training information, vendor training documentation, state MIS, case notes



	Type of Training Service #1


	Support - Vendor training documentation, certificates, state MIS data, case notes



	Type of Recognized Credential
	Support - Transcripts, certificates, diploma, surveys, case notes



Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

WIA Dislocated Worker

	Data Element
	 Match or  Support          Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Veteran’s Status
	Support - DD-214, cross-match with veterans data

	Employment Status at Participation
	Support - Pay stub, case notes showing information collected from participant

	TANF (Needy Family Status)
	Support - Cross-match with TANF public assistance records

	Other Public Assistance Recipient
	Support - Copy of authorization to receive cash public assistance, copy of public assistance check, medical card showing cash grant status, public assistance, refugee assistance records, cross-match with public assistance database

	Displaced Homemaker
	Support - Public assistance records, court records, divorce papers, bank records, spouse’s layoff notice, spouse’s death record, self attestation

	Date of Actual Qualifying Dislocation
	Match - Verification from employer, rapid response list, notice of layoff, public announcement with follow-up cross-match with UI, self attestation



	Date of Exit


	Match - WIA status/exit forms, state MIS data, case note



	Other Reasons for Exit
	Support - Information from partner services, MIS systems, WIA exit form, case notes

	Date of First Intensive Service
	Match - State MIS data, case notes

	Date Entered Training
	Match - Cross-match between dates of service and vendor training information, vendor training documentation, state MIS, case notes

	Date Completed or Withdrew from Training
	Match - Cross-match between dates of service and vendor training information, vendor training documentation, state MIS, case notes

	Type of Training Service #1
	Support - Vendor training documentation, certificates, state MIS data, case notes



	Type of Recognized Credential
	Support - Transcripts, certificates, diploma, surveys, case notes




Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

WIA National Emergency Grant

	Data Element
	Match or Support              Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Veteran’s Status
	Support - DD-214, cross-match with veterans data



	Employment Status at Participation
	Support - Pay stub, case notes showing information collected from participant



	Date of Actual Qualifying Dislocation


	Match - Verification from employer, rapid response list, notice of layoff, public announcement with follow-up cross-match with UI, self attestation



	Displaced Homemaker
	Support - Public assistance records, court records, divorce papers, bank records, spouse’s layoff notice, spouse’s death record, self attestation



	Date of Exit
	Match - WIA status/exit forms, state MIS data, case note


	National Emergency Grant Project Numbers 
	Match - Case notes or other file data specifying the particular layoff or emergency that precipitated enrollment, which should include the project number for the grant(s) 



	Other reasons for exit
	Support - Information from partner services, MIS systems, WIA exit form, case notes



	Date of First Intensive Service
	Match - State MIS data, case notes



	Date Entered Training
	Match - Cross-match between dates of service and vendor training information, vendor training documentation, state MIS, case notes



	Date Completed or Withdrew from Training
	Match  - Cross-match between dates of service and vendor training information, vendor training documentation, state MIS, case notes

	Type of Training Service #1
	Support - Vendor training documentation, certificates, state MIS data, case notes




Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

WIA Older Youth

	Data Element
	Match or Support              Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Date of Birth
	Match - Copy of I.D., baptismal record, birth certificate, DD-214, report of transfer or discharge paper, driver’s license, Federal, state or local identification card, passport, hospital record of birth, public assistance/social service records, school records or ID cards, work permit, cross-match with Department of Vital Statistics, tribal records



	Veteran’s Status
	Support - DD-214, cross-match with veterans data



	Employment Status at Participation
	Support - Pay stub, case notes showing information collected from participant



	Low Income
	Support - Alimony agreement, applicant statement, award letter from veteran’s administration, bank statements, Compensation award letter, court award letter, pension statement, employer statement/contact, family or business financial records, housing authority verification, pay stubs, pension statement, public assistance records, quarterly estimated tax for self-employed persons,  social security benefits, UI documents



	TANF (Needy Family Status)
	Support - Cross-match with TANF public assistance records

	Other Public Assistance Recipient
	Support - Copy of authorization to receive cash public assistance, copy of public assistance check, medical card showing cash grant status, public assistance records, refugee assistance records, cross-match with public assistance database



	Homeless Individual and/or Runaway Youth


	Support - Written statements from individual providing residence, shelter or social service agency, WIA registration form, self attestation



	Offender
	Support - Documentation from juvenile or adult criminal justice system, documentation phone call with court representatives, WIA registration form, self attestation



	Pregnant or Parenting Youth
	Support - Copy of child’s birth certificate, baptismal record, observation, doctor’s note confirming pregnancy, self attestation



	Youth who needs Additional  Assistance
	Support - See state policy and state plan, individual service strategy, case notes, WIA registration form, state MIS, self attestation



	School Status at Participation


	Support - Applicable records from education institution (GED certificate, diploma, attendance record, transcripts, drop out letter, school documentation), WIA registration form, state MIS, self attestation



	Basic literacy Skills Deficiency
	Support - Standardized assessment test, school records, case notes




Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

WIA Older Youth
	Data Element
	Match or Support                Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Date of Exit


	Match - WIA status/exit forms, state MIS data, case notes



	Date of First Youth Service
	Match - WIA status/exit forms, state MIS data, case notes



	Other Reasons for Exit


	Support - Information from partner services, MIS systems, WIA exit form, case notes



	Enrolled in Education
	Support - Applicable records from education institution certifying enrollment, case notes with verification from

education institution or training provider that they are enrolled in education



	Received Educational Achievement Services
	Support - Activity sheets, sign-in sheets, attendance record, vendor contract, state MIS, case notes



	Received Employment Services
	Support - Activity sheets, vendor contract, attendance rosters, state MIS, case notes



	Received Summer Employment Opportunities
	Support - Activity sheets, work agreement, sign-in sheets, attendance roster, state MIS system, case notes



	Received Additional Support for Youth Services
	Support - Activity sheets, pay stub, sign-in sheets, attendance rosters, state MIS, vendor contract, case notes

 

	Received Leadership Development Opportunities


	Support - Activity sheets, vendor contract, attendance roster, state MIS, case notes



	Received Follow-up Services
	Support - Activity sheets,  attendance rosters,  receipt for follow-up support services, state  MIS, case notes



	Type of Recognized Credential


	Support - Transcripts, certificates, diploma, surveys, case notes



	Attained  Diploma, GED, or Certificate


	Support - Transcripts, certificates, diploma, letter from school system



	Date Attained Degree or Certificate


	Match - Transcripts,  certificates, diploma, letter from school system



	School Status at Exit


	Support - Transcripts, certificates, diploma, letter from school system, case notes

	Youth Placement Information


	Support - Cross-match with other agencies, apprenticeship verification, military service, advanced training, post secondary education, transcripts, registration forms, community college info, employer contacts, U.I. wage records, WRIS, case notes


Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

WIA Older Youth

	Data Element
	Match or Support             Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Youth Retention Information


	Support - Cross-match with  other agencies, apprenticeship, verification, military service, advanced training, post secondary education, transcripts, registration forms, community college info, employer contacts, U.I. wage records, WRIS, case notes



	Category of Assessment

Type of Assessment Test

Functional Area

Date Administered Test

Educational Functioning Level


	Support - non-date fields

Match - date fields 
Test records, case notes documenting the necessary details for each element of testing




Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services
WIA Younger Youth

	Data Element
	Match or Support                    Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Date of Birth
	Match - Copy of I.D., Baptismal record, birth certificate, DD-214, Report of Transfer or Discharge paper, driver’s license, Federal, state or local identification card, passport, hospital record of birth, public assistance/social service records, school records or ID cards, work permit, cross-match with Department of Vital Statistics, tribal records



	Employment Status at Participation
	Support - Pay stub, case notes showing information collected from participant


	Low Income
	Support - Alimony Agreement, applicant statement, award letter from veteran’s administration, bank statements, compensation award letter, court award letter, pension statement, employer statement/contact, family or business financial records, housing authority verification, pay stubs, pension statement, social security benefits, public assistance records, quarterly estimated tax for self-employed persons, UI documents



	TANF (Needy Family Status)
	Support - Cross-match with TANF public assistance records



	Other Public Assistance Recipient
	Support - Copy of authorization to receive cash public assistance, copy of public assistance check, medical card showing cash grant status, public assistance records, refugee assistance records, cross-match with public assistance database



	Homeless Individual and/or Runaway Youth
	Support - Written statement from an individual providing residence, shelter or social service agency, WIA registration form, self attestation

	Offender
	Support - Documentation from juvenile or adult criminal justice system, documentation phone call with court representatives, WIA registration form, self attestation

	Pregnant or Parenting

Youth
	Support - Copy of child’s birth certificate, baptismal record, observation, doctor’s note confirming pregnancy,  self  attestation



	Youth Who Needs Additional Assistance
	Support - See state policy and state plan, individual service strategy, case notes, WIA registration form, state MIS, self attestation




Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

WIA Younger Youth
	Data Element
	Match or Support             Acceptable Source Documentation for Exiters who received Intensive or Training Services

	School Status at Participation
	Support - Applicable records from education institution (GED certificate, diploma, attendance record, transcripts, drop out letter, school documentation), WIA registration form, state MIS, self attestation6



	Basic Literacy Skills Deficiency
	Support - Standardized assessment test, school records, case notes

	Foster Care Youth
	Support - Confirmation from social services agency, case notes 



	Date of Exit
	Match - WIA status/exit forms, state MIS data, case note



	Date of First Youth Service


	Match - WIA status/exit forms, state MIS data, case notes

	Other Reasons for Exit
	Support - Information from partner services, MIS systems, WIA exit form, case notes



	Enrolled in Education
	Support - Applicable records from education institution certifying enrollment, case notes with verification from education institution or training provider that they are enrolled in education



	Received Educational Achievement Services
	Support - Activity sheets, sign-in sheets, attendance record, vendor contract, state MIS, case notes



	Received Employment Services
	Support - Activity sheets, vendor contract, attendance rosters, state MIS, case notes



	Received Summer Employment Opportunities
	Support - Activity sheets, work agreement, sign-in sheets, attendance roster, state MIS system, case notes



	Received Additional Support for Youth Services
	Support - Activity sheets, pay stub, sign-in sheets, attendance rosters, state MIS, vendor contract, case notes 


Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

WIA Younger Youth

	Data Element
	Match or Support             Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Received Leadership Development Opportunities
	Support - Activity sheets, vendor contract, attendance roster, state MIS, case notes



	Received Follow-up Services
	Support - Activity sheets,  attendance rosters,  receipt for follow-up  support  services, state MIS, case notes 



	Goals Type

Date Goal Was Set

Attainment of Goal

Date Goal Was Attained
	Support - for Goal Type and Attainment of Goal

Match - for Dates
Test Records, transcripts, school/employer notification, state MIS, case notes

	Attained  Diploma,  GED, or Certificate


	Support - Transcripts, certificates, diploma, letter from school system



	Date Attained Degree or Certificate
	Match - Transcripts,  certificates, diploma, letter from school system



	School Status at Exit


	Support - Transcripts, certificates, diploma, letter from school system, case notes



	Youth Placement Information


	Support - Cross-match with other agencies, apprenticeship verification, military service, advanced training, post secondary education, transcripts, registration forms, community college info, employer contacts, U.I. wage records, WRIS, case notes



	Youth Retention Information


	Support - Cross-match with other agencies, apprenticeship, verification, military service, advanced training, post secondary education, transcripts, registration forms, community college info, employer contacts, U.I. wage records, WRIS, case notes

	Category of Assessment

Type of Assessment Test

Functional Area

Date Administered Test

Educational Functioning Level


	Support - non-date fields

Match - date fields 
Test records, case notes documenting the necessary details for each element of testing




Data Validation Documentation Requirements – Exiters Who Received Intensive or Training Services

Trade Adjustment Assistance (TAA) Program

	Data Element
	Match or Support             Acceptable Source Documentation for Exiters who received Intensive or Training Services

	Veteran Status
	Support - DD 214, cross-match with veterans data, cross-match with Wagner Peyser, state MIS



	Most Recent Qualifying Separation
	Match - Layoff lists or rapid response list, determination of eligibility form, notice of termination, letter from employer



	Date of Application
	Match - Application in case file, state MIS, WIA registration form, designation of eligibility form



	Petition Number
	Match - Worker group certification in case file, state MIS, UI records, determination of eligibility form



	Date Entered Training
	Match - Vendor training documentation in case file, case notes, WIA status forms, state MIS, attendance lists, UI records



	Date Completed or Withdrew from Training


	Match - Vendor training documentation in case file, WIA status form, training plan

	Training Completed
	Support - Vendor training documentation in case file, WIA status form, state MIS, case notes about communications with program, applicant statement;, UI records



	Basic Trade Readjustment Allowance (TRA)


	Support - State UI records of TRA checks issued, request for allowance form in case file



	Waiver from Training Requirement
	Support - Case file documentation that includes initial approval and renewals at 30 day intervals, state UI records of TRA checks, form from employment counselor



	Date of Exit
	Match  -  Documentation in case file, state MIS, WIA exit form
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