Support Service Competitive Grant
Jobs Bill
State Fiscal Year (SFY) 2018 and 2019
AND
Opportunity Bill
State Fiscal Year (SFY) 2020 and 2021
Eligibility/Enrollment Elements
All enrollment/eligibility supporting documentation must be collected before enrolling a participant into Workforce One (WF1)*
Acceptable Eligibility/Enrollment Documentation – Monitored
Legislation/Request for Proposal (RFP) Requirements:
1. The participant identifies with one or more of the following:
The identifications below are self-attested to by the participant. Self-attestation needs to be signed and dated by the participant.
|_| Individuals from Low-income Communities
|_| Young Adults (ages 14-24) from Families with a History of Intergenerational Poverty
 Note: This is an Adult Grant that will be serving participants 18 and over.
|_| Communities of Color
Work Plan Requirements:
2. Does your work plan further define or limit your target population? Participants must meet your work plan requirements as well. Your Monitor will review your work plan to ensure that you have met your targeted requirements.
3. [bookmark: _GoBack]

Individual Participant Requirements:
4. Individual Requirements – All participants: 

	Element:
	Acceptable Documentation to Support Requirement:

	Citizen or Right to Work
	All participants must be citizens or have “right to work” status:
Citizen
The participant may self-attest to citizenship (self-attestation language) where they indicate that they are a citizen. Usually this information can be found on the Grantee’s/Subgrantee’s application form. Self-attestations needs to be signed and dated by the participant.
Right to Work
https://apps.deed.state.mn.us/assets/policies/pdf/dwlistaccept.pdf 

	Date of Birth/Proof of Age

(Participants must be 18 or over or receive a waiver from DEED’s Adult Career Pathways’ Supervisor.)
	· A copy of an age certificate issued by local school officials
· A copy of a Baptismal record, that lists participant’s birthdate
· A copy of a birth certificate / hospital record of birth
· A copy of a driver’s license or state ID
· A DD-214
· Federal, state or local government identification card
· Official school record
· Passport
· Public assistance or social service records
· Report of Military Transfer or Discharge paper
· Social Security Administration printout
· Tribal Records
· Work permit/Employment Authorization document




	Element:
	Acceptable Documentation to Support Requirement:

	Equal Opportunity is the Law (Complaint Discrimination)

and

How we Use Your Personal Information (Data Privacy)
	This DEED form must be used and is available in multiple languages from DEED:
· Tennessen Warning - English.pdf –
https://apps.deed.state.mn.us/assets/policies/pdf/notice-english.pdf 
· Tennessen Warning - Hmong.pdf - 
https://apps.deed.state.mn.us/assets/policies/pdf/notice-hmong.pdf
· Tennessen Warning - Lao.pdf - 
https://apps.deed.state.mn.us/assets/policies/pdf/notice-lao.pdf
· Tennessen Warning - Russian.pdf - 
https://apps.deed.state.mn.us/assets/policies/pdf/notice-russian.pdf
· Tennessen Warning - Simple Chinese.pdf - https://apps.deed.state.mn.us/assets/policies/pdf/notice-simplified-chinese.pdf
· Tennessen Warning - Somali.pdf - 
https://apps.deed.state.mn.us/assets/policies/pdf/notice-somali.pdf
· Tennessen Warning - Spanish.pdf - https://apps.deed.state.mn.us/assets/policies/pdf/notice-spanish.pdf
Grantee must:
· Print Equal Opportunity is the Law and How we Use Your Personal Information back-to-back
· Have participant initial both “I Have read the…” attestations located above the signature line
· Have participant print his/her/their name, sign, and date the form
· Retain a copy of this form in the participant’s file

	Proof of Name
	· A copy of a driver’s license or state ID
· DD-214
· Health Insurance Card
· Official School Records 
· Passport
· Social Security Card

	Reading/Math Assessment

Math and Reading assessments need to be completed before a participant enters a training activity, not prior to enrollment.
	· A copy of a scored, dated, reading and math assessment. Scores must be listed in grade equivalency format
· Official communication with Adult Basic Education (ABE) or a college that has assessed participant’s math and readings skills within the last 6 months (email or letter that is clearly from ABE/school with date assessment was administered, participant’s name, and grade equivalents.)




	Element:
	Acceptable Documentation to Support Requirement:

	Minnesota Residency Requirement

If participant was enrolled prior to 7/1/2019, the monitor will look for one of the following photo IDs:
· valid Minnesota ID, 
· Minnesota driver’s license, or 
· Tribal ID with a Minnesota address. 
If one of these is not in file, self-attestation is accepted. This is often found on the Grantee’s application form. If the participant gives a MN address and has signed and dated the form that is sufficient.
	As of 7/1/2019, participants must document residence in Minnesota with one of the following photo identifications (ID):
· valid Minnesota ID, 
· Minnesota driver’s license, or 
· Tribal ID with a Minnesota address. 
If the prospective participant does not have one of these, residency may be documented by submitting an approved photo ID (list A) AND an approved document (List B).
List A – Photo ID
· a driver’s license, state ID or learner’s permit issued by any state, 
· a U.S. Passport,
· a U.S. Military or Veteran’s ID,
· any Tribal ID (with name, signature, and photo),
· Minnesota University, college, or technical college ID; or a Minnesota high school ID.
AND
List B – Approved document – Must have participant’s name on it AND a Minnesota address:
· a bill, account or start-of-service statement due or dated within 30 days of application for solid waste, sewer, electric, gas, water, phone, TV, internet, banking or credit card, or rent or mortgage statement,
· a residential lease or rent agreement valid at time of enrollment, or 
· a current student fee statement.

	Selective Service Compliance

For Federally funded programs, this is a required element for all individuals born male on or after 01-01-1960.

All individuals born female and individuals born male prior to 01-01-1960 are automatically compliant.
	As of 7/1/2019, proof of Selective Service compliance is not monitored for state funded programs.

Grantees should encourage program participants to comply with Selective Service Requirements. 

If a participant is co-enrolled in a federally funded program, Selective Service Compliance will be required for that program.

	Element:
	Acceptable Documentation to Support Requirement:

	Social Security Number
	The Social Security number, in full, needs to be listed on one of the following:
· A copy of a Social Security Card
· DD-214
· Health Insurance Card
· Institutional Student Information Record (ISIR) with an ISIR Value of 4 on the SSN Match Flag
· IRS form letter 1722 (outdated) OR participant’s IRS Tax Transcript
· Official school record
· Pay stubs
· Social Security Benefits statement
· W-2 form 
· Note: W-4 forms are not accepted to support this element
· 


Screen all participants to see if the following additional supporting documentation is required:
Individual Requirements – Veterans only
This element is required for participants who are Veterans. 

	If the participants is a:
	And:
	Acceptable Documentation to Support Requirement:

	US Military Veteran

	Veteran Status is selected as “Veteran” in WF1

	· DD-214
· A letter from the Veteran’s Administration
For Disabled Vets:
· US Department of Veterans Affairs “VA Healthcare Enrollee Service Connected” Card 
· Disability Award Letter



Note: If the Veteran does not have his/her/their documentation, capture the individual as a non-veteran in WF1.


Individual Requirements – Public Assistance only
These elements are required for participants who are receiving various forms of public assistance.

	If the participants is receiving:
	And:
	Acceptable Documentation to Support Requirement:

	General Assistance

	“General Assistance Recipient” is entered as “yes” in WF1
	Self-attestation. Self-attestation needs to be signed and dated by the participant. Usually this information can be found on the Grantee’s/Subgrantee’s application form

	Medical Assistance

	“Receiving Medical Assistance” is entered as “yes” in WF1
	

	Refugee Assistance 

	“Refugee Assistance Recipient” is noted as “yes” in WF1
	

	Supplemental Nutrition Assistance Program (SNAP) Recipient
	“SNAP Recipient” is entered as “yes” in WF1
	

	Social Security Income 
	“SSI Recipient” is entered as “yes” in WF1
	Self-attestation needs to be signed and dated by the participant. Usually this information can be found on the Grantee’s/Subgrantee’s application form

	Temporary Assistance 
to Needy Families (TANF)/Minnesota Family Investment Program (MFIP)
	“TANF/MFIP” is entered as “yes” in WF1
	· 


Please contact your DEED Adult Career Pathways Grant Coordinator should you have any questions.
Notes:
· All acceptable enrollment/eligibility documentation (source documentation) must be collected before enrolling participant into Workforce 1 (WF1) *. 
· The participant’s enrollment date must be on or after the date all supporting source documentation is received. 
· DEED cannot be billed for a participant until he/she/they are entered into WF1. Back billing is not permitted.
· All expenses associated with participants lacking acceptable enrollment/eligibility element source documentation will be disallowed.
· If the name on the supporting documentation does not match the name of the participant, a legal change of name must be in file/uploaded to WF1. 
· All participants must have an Individual Employment Plan (IEP) in file, signed and dated by the Grantee and the participant. Training and Support Services must be pre-approved and cannot be incurred prior to the date of enrollment or the date the IEP was signed, whichever date is later.
· Counselors must attempt one-on-one contact with participants at least once every 30 days. Participants must make live contact with the Grantee at least once every 30 days. 
· Case Notes must be captured in WF1. Case notes must be written so that the reader has all background information for the participant, as well as the purpose of meetings, and the where, why, and how contact took place. 
* All participants must take math and reading assessments prior to training.
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