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I. Purpose: 

A. To ensure that individuals are eligible to receive WIOA and TANF-funded services.  In 
accordance with WIOA Final Rule, the contract between SCPa Works and vendors requires a 
documented, secondary staff review of eligibility determination for all WIOA/TANF 
participants by the sub-recipient of grant funding, referenced as the vendor in this policy.  
Accurate data must be entered into the Commonwealth System of Record (CWDS) by vendor 
staff to track WIOA/TANF participant registration, documentation, and eligibility, as well as 
document the secondary eligibility review in the participant file. 

 
II. Background: 

A. Eligibility determination for all programs and services follows guidelines for documentation 
validation as required by the Commonwealth. Eligibility documentation is carefully reviewed 
by Title I WIOA Adult, Dislocated Worker, and Youth staff, and TANF Youth staff, and a 
secondary review is then completed by a supervisor. Where allowable according to federal and 
state regulations and expectations, telephone verification may be used as necessary as is self-
certification, but as a last resort. Where telephone verification or self-certification have been 
used as data element validation in CWDS, case notes must describe the reason that these tools 
are being utilized.  Individuals with barriers may be challenged with providing validating 

https://www.cwds.pa.gov/CWDSOnline/Download/HelpDocument?ShqblBECFa0DnCAbsK5RfR3kw@S5d4jcwRXmmoKSdqJQWC6qNcAr_2FzlLrQs_LBvtx0lTp_H8TftZVh90Oy4mOP_ek2PsW3qrPTIVYW_0IuiDHro4GyyjdCdjqQhjYxMX6Bsv1nNqzt@tnv9WDSdYux0wlT7cqskKFROOPf0ng-2x8QrF9w5iAJ_vPKQjX10f@S_oLlnnC8@WcVo5gkk1Oz6ewnQSr1
https://www.cwds.pa.gov/CWDSOnline/Download/HelpDocument?JZrEv4MVEx1dIk7JMrlXInT35v2AOS0IcKnZCNHHN4lrZtuDlwvCx3QwKB9ch92@TsrmSQ5il7ZWiMLd2xuTHYJo4nQeAF23pSASkPzWbBunZ_bdfSK_noC11DbeeDv6Eq2JavI@@8_IwCkJpM4k3OYUV6Y_m8yWv0VE5Dg2hGQ-dxj5Nbqnibita35DvKLRK0FCLSpCdjJx8VW5tTeJf3yaAum35CNR
https://www.cwds.pa.gov/CWDSOnline/Download/HelpDocument?vVSx72g5O0MKd8hL2wz35rezRoxRdqOlRkT8GeBvpSeT3buNe9XoW@GlgmYPv6nQlACWdXwt3C5LojBIEhnEKn2CB8UE@S2gVMDc3P3iuRWI_pkNy6AZbCsavxLS9i_N_Tdf1@3u7YEzHdrd@SQ8nCTHZUNC16ZkstTQAN9@ANY-A5KcbwvuO4M1SMfious3iWZcIQ4UUUUp_VvyJ_t8ZYmQfrA2ccb3
https://www.cwds.pa.gov/CWDSOnline/Download/HelpDocument?8EzICS8mr5Xyg8OHNSTPLFf0J5gT_CHEwA7Uy@r_0HG@zPfVr@ieF1JNIyFzrcg8hikvGxWJo43Dq0SPWzQShChS261RA3y_cYplOVF5CfyNHYDems8zjyNgVqBo9kmGlB7koT9XxwLthAGgA8oFNBdfdpSkf_aJ4Nl9olCvBr0-w8jiFTkjlrB3tI4xf0TEgl6q7b0bB8y0Eczz0JGS9ozr2CEKiqFE
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documentation, and therefore, WIOA/TANF vendors shall support participants in gathering that 
documentation as a basic career service. 

B. A secondary review of participant eligibility is completed to ensure that: 
1. All participant eligibility documentation verification has been properly collected, 

copied into the participant’s physical case-record file, uploaded to CWDS, and 
accounted for in a CWDS case note. 

2. All documentation collected is current and up-to-date. 
3. All documentation collected is valid and included as source documentation on the 

DOL-issued Source Documentation for WIOA Core/Non-Core Programs DOL- only 
Data Element Validation. 

 
III. Participant Intake, Eligibility Determination, and Enrollment Procedure: 

A. Vendor staff will collect documentation from the individual in need of services to determine 
eligibility and enter the information into CWDS by creating a WIOA or TANF application. 

B. Before services are entered, the WIOA/TANF participant case record file will be referred to a 
vendor supervisor or designated secondary-level professional for review. 

C. SCPa Works allots a five-day period from the date of an application for vendors to complete a 
secondary review. 

D. Using the Secondary Review Eligibility Verification Record Form, the file is reviewed for 
thorough accuracy across the following SCPa Works mandates: 

1. All eligibility documentation collected by the vendor must be entered into the CWDS 
WIOA or TANF application and recorded as: 

a. Collected; 
b. Verified; 
c. Documented; and 
d. Included in a formal enrollment case note. 

2. If, during the secondary review, the reviewer finds that the file is incomplete or that the 
data is inaccurate, the case is returned to the intake specialist or case manager for 
corrections. 

3. Once the file is reviewed and verified as complete and eligible, the reviewer will sign 
and date the Secondary Review Eligibility Verification Record Form and return the file 
to the intake specialist or case manager. 

a. A case note is entered to indicate that a secondary review is complete and 
eligibility has been determined.  

4. At the time that case eligibility is approved, the intake specialist or case manager will 
enter value-added service codes into CWDS corresponding to the actual date that the 
services were rendered, and will include a case note reflecting service code entry. 

5. The above process serves both WIOA and TANF administration with the following 
exceptions: 

a. In addition to the use of the Secondary Review Eligibility Verification Record, 
TANF Applications will be used along with the Customer Tracking form to list 
services. 

b. Vendors will utilize the TANF Preliminary Screening Tool to determine TANF 
eligibility prior to the collection and documentation of eligibility elements. 

 
IV. Summary of Changes:  This policy is reviewed every 180 days by the SCPa Works Policy 

Department for necessary changes, edits, updates, and revisions.  
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