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TO: Local Workforce Investment Areas/Service Providers
SUBJECT: Data Element Validation (DEV)

1. Purpose: To provide Local Workforce Investment Areas (LWIAs) with guidelines for data
element validation for Workforce Investment Act (WIA) Title 1B programs.

General Information: As recipients of WIA Title IB funds, the Department of Workforce
Services (DWS) and LWIAs are required to maintain and report accurate program and financial
information.

The U.S. Department of Labor, Employment and Training Administration (U.S. DOL/ETA)
mandates annual data element validation to maintain and demonstrate system mtegrity, ensure
completeness of data, assess the accuracy of participant data records, and identify and correct
specific problems associated with reporting processes.

Data validation training and tutorials as well as a frequently asked questions section to familiarize
staff with the process may be found on the U.S. DOL website. The link to this site is
hitp//www.doleta.gov/performance/reporting/tools datavalidation.cfim.

Data element validation is performed by reviewing samples of participant records against source
documentation to ensure compliance with federal definitions. It is conducted annually from
October 1¥ to February 1%,

The following process will be used to conduct data element validation:

a. Beginning August of each year, WIA Technical Assistance Unit staff will schedule
appointments with the LWIAs for on-site validation of source documentation for WIA
exiters. One week will be scheduled for each LWIA. However, the DEV process does not
typically take more than 3 days to complete.

b. The DWS WIA Technical Assistance Unit will draw samples of exiters for DEV for WIA
using U.S. DOL/ETA software approximately October [* of each year.

c. Two days prior to the scheduled visit, the LWIA will be notifted of the exiter files that will
be reviewed. LWIAs will not be notified of the specific data elements to be validated.
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d.

L.

1.

Once the LWIA receives the list of exiters, the exiter files must be pulled in their entirety.
If case notes are currently a part of the exiter file, annotate those case notes that support
specific data elements. Also, the files should be grouped by adult, dislocated worker,
National Emergency Grant (NEG), older youth, and younger youth.

During the scheduled visit, a state team will validate the worksheets against source
documentation in the exiter files or AJL, as appropriate. Two types of validation rules exist,
(1) match and (2) support. Participant files will be reviewed to determine if data on the
worksheets matches or is supported by source documentation.

i. Match — If the validation rule requires a “match”, the data on the worksheet must be
the same as the data in the source documentation.

it. Support — If the rule requires “support”, the source documentation must provide
evidence that the data on the worksheet is correct; this rule is used when information
must be interpreted or processed before it can be used to assess the accuracy of the
data in the exiter records.

The state team will indicate pass or fail on the worksheets for each element selected for
validation that applies to a given participant. Once completed, the information from the
worksheet will be entered into the data validation software and electronically submitted to
U.S. DOL by February 1% of each year.

It is highly recommended that two to three frontline staff assist the state team in conducting
the data element validation process. It is expected that the hands-on experience will help to

emphasize the importance of data collection and data entry into Arkansas JobLink.

The state team must have the capability to access AJL onsite in order to view information
that may be necessary to make an accurate determination.

The state team will publish the statewide results via an informational memorandum.

The data validation schedule for program year 2009 data elements is noted below.

s City of Little Rock November 1-5, 2010

e Central November 8-12, 2010

¢ FHastern December 13-17, 2010

e« North Central November 15-19, 2010

e Northeast October 25-29, 2010

e Northwest October 4-8, 2010

e Southeast November 29 — December 3, 2010
e Southwest October 18-22, 2010

o  West Central October 11-15, 2010

a  Western December 6-10, 2010
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2. Action Required: Please distribute to appropriate staff responsible for the administration of the
WIA Title IB programs.

3. Inquiries: Contact Stephanie Carlo 501-683-4707 or stephanie.carlo@arkansas.gov.

4, Expiration Date: This policy will remain in effect until amended or rescinded by DWS.




