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BACKGROUND 
 
Initial general and economic eligibility determinations are to be based on a review of the 
AJC application form signed by the WIA applicant and/or parent/guardian (in the case of 
a minor).  The following procedures and guidelines have been developed for 
documenting program eligibility and economic eligibility. Youth providers must ensure 
that city of Phoenix youth are given priority to receive WIA-funded services. 
 
POLICY 
 
The Arizona Department of Economic Security/WIA Section recently issued WIA 
Guidance Letter #05-07, Change 2, which supersedes WIA Guidance Letter #05-07, 
Change 1, dated May 22, 2009 and WIA Guidance Letter #05-07 dated April 15, 2008.  
Only the documents listed under “Acceptable Verification and Documentation” on the 
revised WIA Eligibility & Verification Checklist are acceptable verification of the data 
element in AJC.  Please note that the WIA Eligibility and Verification Checklist was 
revised to align with TEN#19-07.  The Citizenship/Right to Work element, due to 
the federal elimination of certain documents used on the I-9 Employment 
Verification form, was also updated.  An Applicant Statement form has been 
created for participants to declare their status for particular data elements.  
Anyone under the age of 18 applying for WIA services is required to obtain the 
signature of a parent, guardian, or responsible adult.  
 
DEFINITIONS 
 
Family 
Under WIA, the term “family” relates to two or more persons living in the same 
household who are related through blood, marriage, or court decree, and are included in 
at least one of federal law groups below. The state further defines family as an 
economic unit of one or more person, as described below. Family, as defined below, 
must be used in determining financial eligibility where appropriate:  

• A husband, wife, and their dependent children 
• A parent or guardian and his/her dependent children 
• A Husband and wife 
• An economic unit of one or more persons who receive at least 50% of their 

    financial support from the economic unit. 
 

Note: 
If any family member included in definitions above is disabled, he/she is 
considered a family of one. Verification of disability must be documented. 

 
Disability 
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Provision of this information by a participant is voluntary and may only be self-identified.  
The applicant must support any such claim with appropriate documentation. 
 
In determining whether an individual without a disability can be considered to be a 
family unit of one, consideration is to be given to the following situations: 

• An individual 14 years of age or older, not living with his/her family, and 
receiving less than 50 percent maintenance from the family in a six month 
period previous to program application 

• An individual 18 years of age or older living with his/her family who received 
less than 50 percent maintenance from the family in the six month period 
previous to program application and is not the principal earner nor the spouse 
of the principal earner 

 
Citizenship/Right to Work 
Participation in WIA Title IB programs or activities must be available to United States 
citizens, lawfully admitted permanent resident aliens, refugees, asylees, parolees, and 
other immigrants authorized to work in the U.S.  There are numerous documents 
which Local Workforce Investment Agencies (LWIAs) can accept as verification for 
citizenship and right to work in the United States.  These documents are listed under 
WIA Eligibility & Verification Checklist. 
 
Income Verification 
An Applicant Statement may be used to document family income when the information 
is unverifiable or it is unreasonably difficult for the applicant to obtain.  When all practical 
attempts to secure the income verification have failed and an applicant statement is 
used, detailed documentation in the case file must include the number of attempts and 
types of attempts (i.e.: phone calls, written requests for information, etc.) completed by 
the case manager. 
 
Applicant Statement 
A participant may provide an applicant statement for a particular data element to 
declare their status and then signs and dates a WIA Applicant Statement form 
acknowledging this status.  In these instances, the State does permit an applicant 
statement as an alternative means of verifying a limited number of factors related to the 
applicant status.  The key elements for an applicant statement are (1) the participant 
identifying his or her status for permitted elements, and (2) signing and dating a form 
attesting to this self-identification. 
 
The WIA Eligibility and Verification Checklist is used by program monitors when 
conducing data validation checks.  Some of the elements state that the WIA application 
is sufficient for proof; however, some require that if no document is provided, then the 
Applicant Statement form is used for validation.  The checklist will enable easy 
identification of documents used to meet eligibility requirements. 
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The following four youth elements are the only instance where the WIA Application is 
a sufficient source for documentation (the WIA Application must be signed by the 
youth): 

1. Homeless individual and/or runaway 
2. Youth Offender 
3. Youth who needs additional assistance   
4. School status at participation 

 
The following elements are instances where an Applicant Statement is permitted when 
efforts have been exhausted and it has been determined that the documentation is 
unavailable and obtaining the documentation will cause undue hardship for the 
individual: 
 

1. Homeless individual and/or runaway 
2. Youth Offender 
3. Pregnant or parenting youth 
4. Youth who needs additional assistance 
5. School status at participation 
6. Family Size 
7. Proof of Unemployment or Lack of Income 
8. Individual Status or Family Size 
9. Foster Youth 
 

For the pregnant or parenting youth observation is also listed as a source 
documentation requirement for this element, in which the caseworker would have to 
document they have observed that the participant is pregnant or parenting in AJC case 
notes. 
 
All reasonable attempts must be made to secure the co-signature of the parent or legal 
guardian to the WIA Application and/or Applicant Statement form in the instance where 
a minor is applying for WIA services.  If there is no parent or legal guardian available, a 
responsible adult in the life of the minor will have to suffice.  A responsible adult (18 or 
older) can be a family member who has no legal guardianship but provides room and 
board, a religious person currently familiar with the family history of the minor, a 
counselor at a homeless shelter, etc. 
 
Coordination of Pell Grants with Other Education-Related Assistance 
It is important that Local Workforce Investment Areas (LWIAs) leverage available funds 
for training, including Pell Grants and WIA Individual Training Accounts (ITAs), to 
ensure that the costs of training and support services are fully paid for WIA participants, 
and to reduce the likelihood of duplicate payments for such services.  To date, the U.S. 
Department of Labor has not issued additional guidance regarding the order of 
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payments for training costs for individuals eligible for both WIA and other educational 
assistance.  However, the WIA Final Rule does emphasize that local area programs 
should assist each participant in establishing Pell Grant eligibility before a participant 
enrolls in a particular school or training program.  A WIA participant may be enrolled into 
training with WIA funds while a Pell Grant application is pending.  However, the Local 
Workforce Investment Area (LWIA) must put a process in place so that that LWIA can 
be reimbursed by a training institution for the “tuition” portion of the Pell Grant funds.  
Generally, Pell Grants provide both tuition and other types of assistance (e.g. living 
expenses, lab fees, books, etc.).  Only the portion of the Pell Grant that provides for 
tuition is subject to reimbursement. 
 
The Free Application for Federal Student Aide (FAFSA), which is used to establish Pell 
Grant eligibility, is readily available on-line at http://www.fafsa.ed.gov.  When a 
participant completes the FAFSA on-line, it can be electronically submitted immediately 
to the U.S. Department of Education (DOE) for processing.  Generally, the DOE makes 
a determination of Pell eligibility and notifies an applicant within 30 days of FAFSA 
submittal. 
 
All WIA youth who are between the ages of 18-21 must complete FAFSA if 
entering vocational/postsecondary education, regardless if the youth is in a 
FAFSA eligible program. 
 
INCLUSIONS IN FAMILY INCOME 
Income that is considered when determining low-income status for the six (6) months 
prior to the date of application: 

• Alimony 
• College or university grants (excluding Pell Grants), fellowships, assistantships 
• Dividends, interest, net rental income, net royalties, and periodic receipts from 

estates or trusts 
• Gross wages/salaries paid, and military pay while on active duty and severance 

pay 
• Military family allotments or other regular payments from an absent family 

member but not child support 
• Net gambling or lottery winnings 
• Net receipts from 

▫ Non-farm self-employment (receipts from an individual's own 
unincorporated business, professional enterprise, or partnership after 
deductions for business expenses 

▫ Farm self-employment (receipts from a farm which one operates as an 
owner, renter, or sharecropper, after deductions for farm operating 
expenses) 

• Pensions, whether private or government (including military retirement pay) 
• Regular disability insurance or annuity payments 
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• Regular payments from the following: 
▫ Railroad retirement 
▫ Strike benefits from union funds 
▫ Worker's compensation 
▫ Training stipends 
▫ Supplemental unemployment benefits paid by the union or employer 
▫ Work-study wages not issued on low-income status 

• Tribal Per Capita payments per US Department of Labor DINAP Bulletin No. 00-
11. According to this bulletin, per capita payments, regardless of the title 
attached to these payments, are considered “family income” with the exception of 
those payments “derived from an exercise of the trust responsibility”. 

 
EXCLUSIONS IN FAMILY INCOME 
The income that is not considered when determining low income status: 

• Any assets drawn down as withdrawals from a bank, the sale of property, a 
house or a car 

• Capital gains 
• Child support payments (paid or received), including foster care child 

payments (see Glossary for definition of Child Support) 
• Veterans' benefits, i.e., compensation for a service-connected disability, 

compensation for service-connected death, vocational rehabilitation and 
education assistance 

• WIA payments: training stipends, support, and wages 
• Non-cash benefits such as employer-paid fringe benefits, food or housing 

received in lieu of wages, Medicare, Medicaid, Food Stamps, school meals, and 
housing assistance 

• Pell Grants, Federal Supplemental Educational Opportunity Grants and Federal 
Work Study, PLUS, Stafford and Perkins loans (These are like any other type of 
loan, they represent debt and not income 

• Scholarships based on need 
• Tax refunds, gifts, loans, lump-sum inheritances, one-time insurance payments, 

or compensation for injury 
• Unemployment compensation 
• Welfare payments (including TANF, SSI, RCA, and GA) 
• Work-study wages issued on low-income status 
• Social Security (old age and survivors’ insurance or disability insurance). 

 
The 70% Lower Living Standard Income Levels (LLSILs) are published by the Secretary 
of Labor annually. They represent maximum annual income levels, adjusted for 
metropolitan and non-metropolitan areas, as well as family size, that are used as a 
criterion for eligibility under WIA. Specifically, the 70% LLSILs are used to determine 
annual income eligibility for adults when local area funds are limited, and for all 
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eligible youth, with the exception of those served under the 5% annual income 
exception rule (See WIA Final Rule, Section 664.220). The 70% LLSIL annual 
income levels are indicated in the chart below for PY 2012.   
 

FAMILY SIZE 70% LLSIL* 
METRO AREA 

100% LLSIL 
METRO AREA 

SELF-SUFFICIENCY 
For employed Adults* 
450% LLSIL METRO 

AREA 

SELF-SUFFICIENCY 
For employed DW 

450% LLSIL METRO 
AREA 

1 $10,890 $13,490 $61,434 $61,434 

2 $15,661 $22,373 $100,679 $100,679 

3 $21,502 $30,718 $138,231 $138,231 

4 $26,544 $37,920 $170,640 $170,640 

5 $31,322 $44,746 $201,357 $201,357 

6 $36,636 $52,337 $235,517 $235,517 

7 $41,950 $59,928 $269,676 $269,676 

8 $47,264 $67,519 $303,836 $303,836 

Additional per 
Person >8 $5,314 $7,591 $34,160 $34,160 

 
 
 

ARIZONA JOB CONNECTION (AJC) 
In AJC, the case manager must add a new youth participant after a thorough search 
has been completed. It is critical that duplicate youth are not inputted in the system. 
Once it has been verified that the youth is not in AJC, the case manager will begin 
adding pertinent information about the youth. The eligibility section in Arizona Job 
Connection can be also referred to as Demographic Information on the Case Details 
Page in AJC. The following sections of the Demographic Information must be completed 
in order for the youth to become eligible for services: 
• Demographic Information  - Answer all questions 
• Personal - Answer all questions 
• Veteran Information - Answer all questions 
• Migrant Worker - Answer all questions 
• Employment Status - Answer all questions 
• Selective Service - Answer all questions 
• Eligibility to Work in the United States - Answer all questions 
• Dislocated Worker - Answer all questions  
• SESP - Do not answer questions 
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• SCSEP  - Do not answer questions 
• Reemployment Trade Adjustment Assistance  - Do not answer questions 
• Low Income – Answer the questions as it related to the youth income status 

▫ Receives or is a member of a family that receives cash payments under a federal, state, 
or local income based public assistance program  
• General Assistance or TANF 

▫ Received an income, or is a member of a family that received a total family income for 
the six month period prior to application for the program involved that, in relation to family 
size, does not exceed the poverty line 
• Never use 

▫ Received an income, or is a member of a family that received a total family income, for 
the six month period prior to application for the program involved that, in relation to family 
size, does not exceed 70 percent of the lower living standard income level (LLSIL) for an 
equivalent period  
• Income is verified as low income status 

▫ Member of a household that receives, or has been determined within the six month 
period prior to application for the program involved to be eligible to receive, food stamps 
• Food Stamps 

▫ Homeless individual  
• Homeless is verified 

▫ Currently in the Foster Child program  
• Foster Care is verified 

▫ Disabled and own income meets the income requirements of a participant who receives 
cash payments under federal, state, or local income based public assistance programs 
• Disabled individual who receives assistance, i.e. SSDI 

▫ Disabled and own income is at the poverty line for a six month period prior to application 
for the program involved regardless of whether their family does not meet this income 
requirement 
• Family does not meet income requirements but disabled individual does meet 

70% of LLSIL, i.e. family of one 
▫ Within the five percent of youth participants served by youth programs in a local area who 

do not meet the income criterion for eligible youth – Youth does not meet 70% of LLSIL 
• Youth who do not meet 70% of LLSIL 

▫ Total family income during the six months immediately prior to eligibility date  
• If public Assistance    =   Zero 
• If 70% LLSIL     =   Enter actual amount   

• Public Assistance Information - Answer all questions 
• Needs And Barriers - Answer all questions 

 
 
Attachment:  PWC Guidance Letter #10-015 


