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To:

Chief Elected Officials

MassHire Workforce Board Chairs
MassHire Workforce Board Directors
MassHire Career Center Directors
MassHire Fiscal Officers

MDCS Operations Managers

cc: WIOA State Partners

From: Alice Sweeney, Director
MassHire Department of Career Services

Date: March 5, 2021

Subject: WIOA Eligibility Documentation in a Virtual Environment - Revised

Purpose: To notify MassHire Workforce Boards, MassHire Career Center Operators and
other workforce development partners of acceptable virtual methodsto confirm
participant eligibility for programs and services.

Background: As MassHire movestoward a 21st Century Workforce System, programs and

services are increasingly deliveredin a virtual environment. Additionally, the
COVID-19 pandemic has impacted the ability for staff to physically collect
documents. Staff may therefore confirm participant eligibility for programs and
services through virtual methods.

Confirming participant eligibility through virtual methods will facilitate and
expedite enrollment into programs and services necessary to gain skills and
training neededto succeed in the labor market and compete in a global
economy.

An equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities.
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Policy:

Eligibility for participation in Federal programs must continue to be verified and
documented. Eligibility documents may be verified virtually and a copy (printout
or screenshot) of the document verified must be included in the customer file.
Eligibility documentation may be stored in paper files or in electronic files. Local
areas are encouraged to maintain eligibility documentation electronically.

Verifying Eligibility Documentation via Live Stream

Staff who view eligibility documentation through live stream (video sharing)
must take a screenshot of the documentation viewed. A printout or an
electronic copy of a screenshot containing the eligibility document verified must
be included in the customer’s file.

Emailing Eligibility Documentation

Eligibility documentation containing Personal Identifying Information (PII) must
be emailed via secure email.

Staff must ensure measures are taken to maintain appropriate security and
privacy of documents sentelectronically for purposesrelated to program
eligibility. Senders of electronic documents must use secure methods when
emailing eligibility documents.

Local areas should identify an appropriate secure email service for use with
customers to exchange documentation containing PII.

Electronic Signatures

Participants must still sign documents whenrequired. The use of electronic
signatures is allowable. Forms required for signature may be convertedinto
fillable forms with the use of electronic signature software such as AdobeSign,
DocuSign, etc.

When fillable forms are not available, staff may have the participant email
agreementto the content of the required form. The email must be keptin the
customer file.

Staff may not sign required forms on behalf of a participants. Participants must
sign all required forms whetherelectronically or via email consent to the content
in the required forms.

Documenting MOSES
Staff must document in the “Notes” section in MOSES when eligibility

documentation was viewed via live stream and that either a printout or screen
shot of the eligibility document is included in the customer’sfile.



The action of documenting the MOSES notes will replace the Document
Inspection Form found in the WIOA Title | Youth Program and WIOA Title |
Adult/DW policies. This formis no longer required to be filled out when
verifying eligibility documents virtually. In all cases staff must update the notes
section in MOSES when eligibility documents are verified electronically.

Action

Required: Please ensure that all managers and appropriate staff are versedin the content
of this policy

Effective: Immediately

Inquiries: Inquiries should be directed to PolicyQ&A@detma.org. Please reference the

MassWorkforce Issuance numberand subject.
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