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I. PURPOSE 

The purpose of this procedure is to provide guidance as it pertains to using a self-
attestation as acceptable documentation when determining Workforce Innovation and 
Opportunity Act (WIOA) eligibility for Title I Youth, WIOA Adult, and WIOA Dislocated 
Worker (DW) services. Self-attestation allows applicants to self-certify eligibility 
information when providing documentation becomes too burdensome to obtain for WIOA 
eligibility purposes 

II. BACKGROUND 

The Department of Labor (DOL) establishes in Training and Employment Guidance Letter 
(TEGL) 23-19, Change 1 and TEGL 09-22 outlines that self-attestation is an important 
option for populations with barriers to obtaining eligibility and reporting documents (such 
as disconnected youth, American Indian and Alaska Native populations, individuals 
experiencing homelessness, justice involved individuals, refugees, disaster impacted 
individuals, and others) and help ensure such populations are able to equitably access 
WIOA services.  

III. ACRONYMS  

AJC American Job Center 

CSSF CareerSource South Florida 

EMD Employ Miami-Dade 

ISY In-School Youth 

OSY Out of School Youth 

WIOA Workforce Innovation and Opportunity Act 

IV. PROCEDURES 

An applicant is allowed to use the Self Attestation form when it has been determined and 
documented that the established source document cannot be obtained to prove the 
criteria. The applicant can attest to the criteria listed below to complete the determination 
of eligibility to receive WIOA services. The self-attestation can be completed on-site at the 
American Job Center (AJC) or uploaded into Employ Miami Dade (EMD), see Applicant 
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Uploading Documents in Employ Miami-Dade – Attachment 1. When using the self-
attestation to document the criteria listed below the AJC and Youth Service Provider staff 
must add a detailed case note indicating the reason or circumstance that prevented the 
applicant from obtaining the actual documentation.   

When a federal agency has declared a disaster there may be circumstances that causes 
the applicant from providing the established source documents to verify the criteria for 
determining WIOA eligibility, see Training and Employment Guidance Letter 23-19, 
Change 1 – Attachment II.  The AJC and Youth Provider staff must conduct a 
reverification review within 6 months of enrollment to obtain the actual documentation for 
WIOA eligibility. A case note must be added to EMD documenting the efforts used to 
obtain the actual documentation.  In the event this documentation proves that the 
participant was not eligible to receive WIOA services, the case must be terminated and 
the ineligibility must be case noted in EMD. This situation will not result in disallowed costs. 

Eligible Categories for use of the Self-Attestation Form 

1. Title I Adult  

a. Pseudo number – This number is created when the applicant refuses 
to provide their social security number or the applicant is a refugee 
that has not been provided with a social security number. The process 
is as follows: 

i. Enter “9” as the first digit; 

ii. Enter the last two digits of the applicant’s birth year as the next 
two digits; 

iii. Enter zeros as the two middle digits; 

iv. The last four digits will be sequentially the month and day of 
birth. 

b. Date of birth – The date the applicant was born. 

c. Applicant with disabilities - An applicant with a physical or mental 
impairment that substantially limits one or more major life activities; a 
record of such an impairment; or regarded as having an impairment, 
this includes Youth. 

d. Veteran status – An applicant that served in any branch in the military. 

e. Long-term unemployed - An applicant that has been unemployed for 
at least 27 or more consecutive weeks.  

f. Highest grade completed –When an applicant does not have the 
actual high school diploma/equivalency/GED or completed school in 
another country. (Not valid to document Associate, Bachelor or 
Master Degrees). 

g. Homelessness – An applicant that who meets one of the following 
criteria: 

i. Is sharing the housing of other persons due to loss of housing, 
economic hardship, or a similar reason; 
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ii. Is living in a motel, hotel, trailer park, or campground due to a 
lack of alternative adequate accommodations; 

iii. Is living in an emergency or transitional shelter;  

iv. Is abandoned in a hospital; or 

v. Is using a public or private place not designed for or ordinarily 
used as a regular sleeping accommodation for human beings, 
such as a car, park, abandoned building, bus or train station, 
or airport. 

2. Title I Dislocated Worker 

a. Date of actual dislocation – This is the last date the applicant worked 
at the job of dislocation. 

b. Displaced homemaker – (WIOA sec. 3(16)) – An applicant who has 
been providing unpaid services to family members in the home and 
who 

i. Has been depending on the income of another family member 
but is no longer supported by that income; or  

ii. Is the dependent spouse of a member of the Armed Forced 
on active duty (as defined in section 101(d)(1) of title 10, 
United States Code) and whose family income is significantly 
reduced because of a deployment (as defined in section 
991(b) of title 10, United States Code, or pursuant to 
paragraph (4) of such section), a call or order to active duty 
pursuant to a provision of law referred to in section 
101(a)(13)(B) of title 10, United States Code, a permanent 
change of station or the service-connected (as defined in 
section 101(16) of title 38, United States Code) death or 
disability of the member; and 

iii. Is unemployed or underemployed and is experiencing 
difficulty in obtaining or upgrading employment 

c. Permanently or temporarily laid off as a consequence of a natural 
disaster. 

3. Title I Youth   

a. Attending School – Attending school, which includes secondary and 
postsecondary school. 

b. Not Attending School – Age 16 to 24 and not attending secondary 
and postsecondary school. 

c. An offender – An adult or juvenile  

i. Who is or has been subject to any stage of the criminal justice 
process, and for whom WIOA services under this Act may be 
beneficial; or 

ii. Who requires assistance in overcoming artificial barriers to 
employment resulting from a record of arrest or conviction 
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d. Pregnant/Parenting - Mother or father, custodial or non-custodial. If 
the youth is within the WIOA youth age eligibility, the age when the 
youth became a parent does not factor into the definition of parenting. 
A pregnant individual can only be the expectant mother. 

e. Low-Income - The term "low-income individual'' means an individual 
who 

i. An individual that receives, or in the past 6 months has 
received, public assistance or is a member of a family that is 
receiving or in the past 6 months has received; 

ii. Is in a family with total family income that does not exceed the 
higher of— the poverty line; or 70 percent of the lower living 
standard income level; 

iii. Is a homeless/runaway individual; 

iv. Receives or is eligible to receive a free or reduced price lunch. 

f. Homeless/Runaway - A homeless child or youth (as defined in Sec. 
725(2) of the McKinney-Vento Homeless Assistance Act (42 U.S.C. 
11434a(2)), Pursuant to the Stewart B. McKinney Homeless Act, an 
individual who lacks a fixed, regular, and adequate nighttime 
residence. It also includes persons whose primary nighttime 
residence is one of the following: 

i. A supervised publicly or privately operated shelter designed 
to provide temporary living accommodations (including 
welfare hotels, congregate shelters, and transitional housing 
for the mentally ill). 

ii. An institution that provides a temporary residence for 
individuals intended to be institutionalized. 

iii. A public or private place not designed for, or ordinarily used 
as a regular sleeping accommodation for human beings. 

iv. Runaway: Pursuant to the Runaway and Homeless Youth Act, 
individual under 18 years of age. 

v. One that absents himself or herself from home or place of 
legal residence without permission of the parent(s) or legal 
guardian. 

g. Foster Youth - an individual who is 16-24 and left foster care for 
kinship guardianship or adoption; youth who were formerly in foster 
care but may have returned to their families before turning 18. 

V. LIMITATIONS/PROHIBITIONS 

The self-attestation can be used to document the criteria listed below only when a federal 
agency has declared a disaster and the applicant is having difficulty in providing the 
documentation for determining WIOA eligibility, (except for V.7 and V.8 below).  

1. Identification – Valid (unexpired) government issued identification, such as a driver 
license, state issued ID card, or passport, permanent resident card (unexpired). 
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2. Social security number – The only exception is when an applicant has elected to 
use a pseudo number. 

3. Residential address – The physical location of where the applicant is living at the 
time of WIOA eligibility determination. 

4. Selective Service registration – For males that were born on or after January 1, 
1960. 

5. Citizenship / Right to Work – To work in the U.S. the applicant must provide 
citizenship or the right to work status.  

6. Family Size – (20 CFR 675.300) - means two or more persons related by blood, 
marriage, or decree of court, who are living in a single residence, and are included 
in one or more of the following categories: 

a. A married couple and dependent children; 

b. A parent or guardian and dependent children; or 

c. A married couple. 

7. Basic skills deficient (BSD) is one that is: 

a. A youth, that has English reading, writing, or computing skills at or 
below the 8th grade level on a generally accepted standardized test; 
or 

b. A youth or adult that is unable to compute or solve problems, or read, 
write, or speak English, at a level necessary to function on the job, in 
the individual’s family, or in society. 

8. Youth that requires additional assistance to enter or complete an educational 
program, or to secure and hold employment or an in-school youth who requires 
additional assistance to complete an educational program or to secure or hold 
employment. 

VI. DOCUMENTING CRITERIA IN EMD 

A. Adult, Dislocated Worker and Youth 

1. The pseudo or social security number will be prefilled from the data entered during 
registration on the Contact page. Add the number and then select the verification 
document used at the time of WIOA eligibility determination. 
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2. Add the “Residential Address” and then select the verification document used at 
the time of WIOA eligibility determination. 
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3. Indicate the “Citizenship or Right to Work” status and then select the verification 
document used at the time of WIOA eligibility determination. 
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4. Indicate for males born on or after January 1, 1960 the “Registered for the 
Selective Service” status and indicate the verification document used at the time 
of WIOA eligibility determination.  
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5. Indicate if the applicant has a “Disability” and complete the questions based 
on the selection and then select the verification document used at the time of 
WIOA eligibility determination. 
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6. Indicate the “Veteran” status and then select the verification document used 
at the time of WIOA eligibility determination. Answers in each section 
determine which questions display in the next section. 
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7. Indicate the “Highest Grade completed”, answer the subsequent questions 
and then select the verification document used at the time of WIOA eligibility 
determination. 

 

 

 



Self-Attestation Procedures  
SOP 100-2 

Page 14 of 20 
 

8. Indicate the “Homeless” status and then select the verification document used 
at the time of WIOA eligibility determination 

 

 

 

9. Indicate the “Family Size” and then select the verification document used at 
the time of WIOA eligibility determination. 
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B. Dislocated Worker Only 

1. Dislocated Worker Category for Displaced Homemaker and Dislocated Worker 
Grant (DWG). To verify click on the “verify link 
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2. Enter the actual date of layoff and add the employment in the “Dislocation 
Employer” section. 
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C. Youth Only 

1. In the WIOA application under the Tab “Education” under “School Status at 
Youth Program eligibility” select “in school, secondary school or less” or if post-
secondary - select “in school, post-secondary school” and then select the 
verification document used at the time of WIOA eligibility. 

 

 

 

 

 

 

 

 

 

And / or if attending post-secondary. 

 

 

 

 

 

 

 

 

 

 

2. In the WIOA application under the Tab “Education” under “School Status at 
Youth Program eligibility” select “Not attending school, or secondary school 
dropout” and then select the verification document used at the time of WIOA 
eligibility. 
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3. In the WIOA application under the Tab “Barrier” under the individual barriers, 
indicate the “Ex-offender” status and then select the verification document used 
at the time of WIOA eligibility. 

 

 

 

 

 

 

 

 

 

 

4. In the WIOA application under the Tab “Barrier” under the individual barriers, 
indicate the “Pregnant/Parenting Youth” status and then select the verification 
document used at the time of WIOA eligibility. 

 

 

 

 

 

 

 

 

 

 

5. In the WIOA application under the Tab “Barrier” under the individual barriers, 
indicate the “Runaway” status and then select the verification document used at 
the time of WIOA eligibility. 
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6. In the WIOA application under the Tab “Barrier” under the individual barriers, 
indicate the “Foster Care Status” and select “Yes Currently In” if the youth has 
not aged out of the program and then select the verification document used at the 
time of WIOA eligibility. 

 

 

 

 

 

 

 

 

 

 

 

 

7. If the youth has aged-out of the “Foster Care Status” select “Yes, Aged Out” 
and then select the verification document used at the time of WIOA eligibility. 

   

 

 

 

 

 

 

 

 

 

 

 

VII. EXCEPTIONS 

Exceptions to this policy, or any part thereof, must be approved in writing by the South 
Florida Workforce Investment Board (SFWIB) Executive Director.  

VIII. DEFINITIONS 
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Self-Attestation – A written or electronic/digital declaration of information for a particular 
data element signed and dated by the participant. Electronic signatures or a submission 
from the applicant such as an email, text, or unique online survey response is considered 
an electronic signature or verification; it must be participant generated and traceable to 
the participant.  

IX. RESOURCES 

Applicant Uploading Documents in Employ Miami-Dade - Attachment 1  

Applicant 

Uploading Documents in Employ Miami-Dade.docx
 

Training and Employment Guidance Letter 09-22 

Training and Employment Guidance Letter 19-16 

Training and Employment Guidance Letter 23-19, Change 1  

TEGL  23-19, Change 1 – Attachment I  

TEGL 23-19, Change 1 – Attachment II   

TEGL 23-19, Change 1 – Attachment III  

 

https://docs.google.com/document/d/1fs1_0CO2SfrMGtrsvkN_o7E8J0OGDCqn/edit?usp=share_link&ouid=115809816318271121269&rtpof=true&sd=true
https://www.dol.gov/sites/dolgov/files/ETA/advisories/TEGL/2022/TEGL%2009-22/TEGL%2009-22%20%28Accessible%20PDF%29.pdf
https://wdr.doleta.gov/directives/attach/TEGL/TEGL_19-16.pdf
https://www.dol.gov/sites/dolgov/files/ETA/advisories/TEGL/2019/TEGL%2023-19%20Change%201/TEGL%2023-19%2C%20Change%201%20%28Accessible%20PDF%29.pdf
https://drive.google.com/file/d/1-JChWVaCW_BauShAmD97hdUCWnUQkth9/view?usp=sharing
https://drive.google.com/file/d/1RQnX32sZjbtU3H-gUbTKxUVlSqhTQCUB/view?usp=sharing
https://drive.google.com/file/d/14UOrYguFXM5o-F1XCsij4XzR6CE861mt/view?usp=sharing

