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Workforce Southwest Washington                       
Policies and Procedures  

 
DATA ELEMENT VALIDATION 
POLICY #: 3037 Rev 5 
           
Date of Original Policy:   8/25/2021  
Revision Date: 1/30/2026 

 
PURPOSE 
To provide guidance regarding federal Data Element Validation (DEV) requirements for 
programs under Title I-B and Title III of the Workforce Innovation and Opportunity Act 
(WIOA) and the Trade Adjustment Assistance (TAA) program. 
 
This policy aligns with Training and Employment Guidance Letter (TEGL) 07-18 and 
TEGL 23-19, Change 2. 
 
 
BACKGROUND 
The Employment Security Department (ESD), as the state administrative entity, provides 
guidance on data validation and source documentation requirements for WIOA Title I-B 
formula programs, the Wagner-Peyser Employment Services program as amended by 
WIOA, including the Monitor Advocate System, and the Trade Adjustment Assistance 
(TAA) program in Policy 1003 Revision 7 . 
 
ESD, as the grantee receiving funding from the U.S. Department of Labor (DOL), 
requires WIOA Title I-B formula programs to maintain and report accurate and reliable 
program and financial information. Data validation requires the State to ascertain the 
validity, accuracy and reliability of report and participant record data submitted to DOL, 
as set forth in Section 116 of WIOA. Data validation consists of two separate functions: 
report validation and data element validation (DEV). Report validation checks the 
accuracy of the state calculations used to generate USDOL performance reports as 
submitted through the Workforce Integrated Performance System (WIPS). Data element 
validation checks the validity, accuracy and reliability of the data used by the state to 
perform the calculations. 
 
DEV is an annual activity conducted by ESD. Selected samples of participant data 
reported on the most current annual Participant Individual Record Layout (PIRL) data 
submitted through WIPS is reviewed against source documentation in customer records 
for compliance with federal definitions. ESD also validates Wagner-Peyser records. 
 
DEV should not be confused with WIOA and TAA eligibility verification requirements. 
Although DEV may verify the existence of source documentation for some eligibility 
criteria, the process does not validate participant eligibility. Training and Employment 
Guidance Letter (TEGL) 23-19, Change 2 contains the most current U.S. Department of 
Labor, Employment and Training Administration (DOLETA) guidance on documentation 
requirements. 
 

https://wdr.doleta.gov/directives/corr_doc.cfm?docn=4255
https://www.dol.gov/agencies/eta/advisories/tegl-23-19-change-2
https://workforcesw.org/results-and-data/policies
https://www.dol.gov/agencies/eta/advisories/tegl-23-19-change-2
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DEV training, tutorials and frequently asked questions are located on the DOLETA Data 
Validation website. 
 
 
POLICY  
It is the state’s policy to ensure, to the maximum extent feasible, the accuracy of the 
data entered by WIOA core and non-core programs into the state MIS system. Source 
documentation for required data elements can be found in Attachment B. 
 
Non-core programs include: Jobs for Veterans State Grants (JVSG), National Dislocated 
Worker Grants (DWG) and others outlined in TEGL 23-19, Change 2. Non-core 
programs are highly encouraged to fully implement data element validation that aligns 
with this policy. This includes periodic data element reviews to ensure that data entered, 
and its supporting documentation, is accurate and reliable. Establishing regular (e.g., 
quarterly) data reviews is a promising practice for identifying and correcting errors to 
improve performance reporting, as well as ensuring the data accurately reflects the 
program participants, services, and outcomes. 
 
As recipients of WIOA Title I-B, Title III and TAA funds, ESD and Local Workforce 
Development Boards (LWDBs) are required to collect and report accurate information for 
these programs. DOL mandates annual DEV to maintain and demonstrate system 
integrity, assess the accuracy of submitted participant data, and identify and correct 
problems associated with data entry processes. 
 

a. ESD responsibilities 
 

1. Provide overall guidance, training, and technical assistance for data 
validation standards in accordance with federal guidance. 

2. Conduct DEV activities during annual monitoring visits in accordance with 2 
CFR 200.328. 

3. Utilize the feedback process outlined in WIOA Title I Policy 5414, Revision 2 
(WIOA Title I-B Monitoring) to identify and resolve any errors identified. 

4. Maintain records per state and federal records retention rules. 

5. Provide annual DEV training as part of Workforce Monitoring tool reviews 
and 

6. Annually review the results of data validation efforts and the 
effectiveness of the data validation process and revise as needed. 

 
b. WSW responsibilities 

 
1. Provide annual DEV review and training as part of the annual monitoring 

review of Title I-B programs. 

2. Ensure appropriate staff receive statewide DEV training annually. 

3. Maintain records per state and federal records retention rules; and 

4. Ensure that state monitoring staff have access to source documents for 
review upon notification. 

 
 
 
 
 
 

https://www.dol.gov/agencies/eta/performance/reporting/data-validation
https://www.dol.gov/agencies/eta/performance/reporting/data-validation
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmedia.multisites.wa.gov%2Fmedia%2FWPC%2Fadm%2Fpolicy%2Fattachments%2F1003-7%2520Attachment%2520B.xlsx&wdOrigin=BROWSELINK
https://www.dol.gov/agencies/eta/advisories/tegl-23-19-change-2
https://media.multisites.wa.gov/media/WPC/adm/policy/5414-2.pdf
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c. Service Provider responsibilities 
 

1. Develop internal controls to ensure data reported in the state MIS system is 
valid, reliable, and aligns with source documentation in accordance with this 
policy. 

2. Provide training to staff on the importance of correct data entry and 
allowable source documentation on an annual basis, at a minimum. 

3. Quarterly data element review of program data for errors, missing data, and 
other anomalies, including missing documentation. 

4. Ensure appropriate staff receive DEV training annually. 

5. Maintain records per state and federal records retention rules; and 

6. Ensure that state monitoring staff have access to source documents for 
review upon notification. 

 
d. Data element process and requirements 

 

The intent of this process is to ensure the accuracy of data entered into the state MIS 
system and subsequently submitted to USDOL. Service Provider staff collect 
documentation supporting data elements on an ongoing basis. The required data 
elements and source documentation are indicated in Attachment B. The process 
outlined below is in conjunction with State Level Responsibilities above. 

 
1. Scope of review 

 
• Data from the Participant Individual Record Layout (PIRL) file provided for 

the annual performance report and caseload reports will be used to 
randomly select individual records for the annual data validation process. 

• The sample size, method, and type of records to be reviewed, as well as 
the current monitoring checklists, will be published annually for each Title I-
B core program, the Title III Wagner-Peyser program (including MSFW) 
and the Trade Adjustment Assistance program. 

 
2. Data elements reviewed 

 
• Monitoring checklists are the tools used to identify the data 

elements required to be reviewed each program year. 

• A monitoring tool checklist containing all applicable data elements and 
documentation required during the reporting period will be used to 
validate that the correct data is entered into the state MIS system. 

• Monitoring tools are updated annually and posted under the 
“Monitoring” section of the Workforce Professionals Center website. 

• The Workforce Monitoring Unit provides annual training to program staff 
on the monitoring tools. 

 
3. Error rate 

 
• ESD scores each applicable data element as either a pass or fail for 

validation. 

o Each data element that is required to be validated and that is 
supported or matched by acceptable documentation cited in 
Attachment B is scored as a “pass.” Conversely, any data element 

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmedia.multisites.wa.gov%2Fmedia%2FWPC%2Fadm%2Fpolicy%2Fattachments%2F1003-7%2520Attachment%2520B.xlsx&wdOrigin=BROWSELINK
https://wpc.wa.gov/monitoring/tools
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmedia.multisites.wa.gov%2Fmedia%2FWPC%2Fadm%2Fpolicy%2Fattachments%2F1003-7%2520Attachment%2520B.xlsx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmedia.multisites.wa.gov%2Fmedia%2FWPC%2Fadm%2Fpolicy%2Fattachments%2F1003-7%2520Attachment%2520B.xlsx&wdOrigin=BROWSELINK
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required to be validated that is not supported by acceptable 
documentation cited in Attachment B, or is inconsistent with other 
documentation, is scored as a “fail.” Thus, data elements with 
source documentation that lacks proper labeling or is unreadable 
will be scored as “fail” even if the documentation is in the file. 

• The programmatic pass/fail error rate must be no more than 20% to be 
considered a passing report for the area. 

 
4. Communication of DEV results including any items to address will be written in the 

annual monitoring reports and the process to resolve is outlined in the Monitoring 
Policy 5414, Revision 2 and WSW Policy 2003, Revision 8. 
 

5. Documentation and retention 
• MIS participant records and source documents will be maintained per state 

and federal record retention requirements. 
 

e. Approved data elements 
 

Data elements identified for DEV review in each program year are found in the 
monitoring tools checklists posted annually on the Workforce Professionals 
Center website. 

 
f. Alignment of DEV and eligibility documentation 

 
Although DEV does not validate participant eligibility, it is the policy of the state to 
use DEV documentation requirements outlined in TEGL 23-19, Change 2 as the 
foundation for WIOA program eligibility documentation for all eligibility 
components included under DEV requirements. The alignment of these 
requirements will increase efficiencies and ensure DEV requirements are met (for 
eligibility components) at the time of participant enrollment. In this way, DEV 
documentation will fulfill certain eligibility documentation requirements. 

 
g. Allowable source documentation 

 
Attachment B details the allowable source documentation for data element 
validation in Washington. For data elements that allow self-attestation, please 
see the WSW Eligibility Policy and Handbook for appropriate procedure and self-
attestation form.  
 

 
DEFINITIONS 
 
Data Validation – A series of internal controls or quality assurance techniques 

established to verify the accuracy, validity, and reliability of data. 
 
Data Element Validation (DEV) – The federally mandated process by which the state 

annually assesses the accuracy of prescribed data elements in randomly sampled 
participant files against source documents in program files for compliance with federal 
definitions (refer to TEGL 07-18). 

 
Self-Attestation – Self-attestation means a written, or electronic/digital declaration of 

information for a particular data element, signed and dated by the participant. DOL 
broadly interprets what is considered an electronic/digital signature. Electronic 
signatures or a submission from the participant such as an email, text, or unique 

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmedia.multisites.wa.gov%2Fmedia%2FWPC%2Fadm%2Fpolicy%2Fattachments%2F1003-7%2520Attachment%2520B.xlsx&wdOrigin=BROWSELINK
https://media.multisites.wa.gov/media/WPC/adm/policy/5414-2.pdf
https://workforcesw.org/results-and-data/policies
https://wpc.wa.gov/monitoring/tools
https://wpc.wa.gov/monitoring/tools
https://www.dol.gov/agencies/eta/advisories/tegl-23-19-change-2
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmedia.multisites.wa.gov%2Fmedia%2FWPC%2Fadm%2Fpolicy%2Fattachments%2F1003-7%2520Attachment%2520B.xlsx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmedia.multisites.wa.gov%2Fmedia%2FWPC%2Fadm%2Fpolicy%2Fattachments%2F1003-7%2520Attachment%2520B.xlsx&wdOrigin=BROWSELINK
https://workforcesw.org/results-and-data/policies#OperationsPolicies
https://wdr.doleta.gov/directives/corr_doc.cfm?docn=4255
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online survey response is considered an electronic signature of verification; it must be 
participant generated and traceable to the participant. Service providers must retain 
documentation of the self-attestation.  

 
Virtual or Remote Documentation – Participant information obtained and verified (a) 

by electronic means (e-mailed or texted attachments, scans, digital photographs sent 
in encrypted form; electronic signature platforms such as DocuSign or Verisign); (b) 
through copies of documents sent via postal pickup or mail drop-off at local one-stop 
sites; (c) through a combination of the above in order to safeguard Personally 
Identifiable Information (PII). 

 
 
REFERENCES/RESOURCES: 

• WIOA Section 116 

• 20 CFR 667.300 

• 2 CFR 200.328 

• Training and Employment Guidance Letter (TEGL) 23-19, Change 2 – Guidance 
for Validating Required Performance Data Submitted by Grant Recipients of U.S. 
Department of Labor (DOL) Workforce Programs. 

• Training and Employment Guidance Letter (TEGL) 07-18 – Guidance for 
Validating Jointly Required Performance Data Submitted under the Workforce 
Innovation and Opportunity Act (WIOA) 

• Training and Employment Guidance Letter (TEGL) 10-16 Change 2 – 
Performance Accountability Guidance for WIOA Title I, Title II, Title III, and Title 
IV Core Programs 

• Training and Employment Guidance Letter (TEGL) 14-18 – Aligning Performance 
Accountability Reporting, Definitions, and Policies Across Workforce Employment 
and Training Programs Administered by USDOL 

• Training and Employment Guidance Letter (TEGL) 05-18 – WIOA Annual 
Statewide Performance Report Narrative 

• Training and Employment Notice (TEN) 14-02 – Data Validation Initiative 

• Workforce Innovation and Opportunity Act Title I Policy 5414, Revision 2 – 
Monitoring 

• 1003 Rev 7 Data Element Validation, Employment Security Department Policy 
 
SUPERSEDES: 

• 3037 Data Element Validation Policy effective August 25, 2021 

• 3037 Rev 1 Data Element Validation Policy effective October 15, 2022 

• 3037 Rev 2 Data Element Validation Policy effective March 5, 2023 

• 3037 Rev 3 Data Element Validation Policy effective September 5, 2023 

• 3037 Rev 4 Date Element Validation Policy effective March 27, 2024 
 
WEBSITE 
 
http://workforcesw.org/providers#OperationsPolicies  
 
INQUIRIES 
 
Please contact Amy Gimlin at agimlin@workforcesw.org (360) 567-1059 for questions. 

https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf
https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf
https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR36520e4111dce32/section-200.328
https://www.dol.gov/agencies/eta/advisories/tegl-23-19-change-2
https://wdr.doleta.gov/directives/corr_doc.cfm?docn=4255
https://www.dol.gov/agencies/eta/advisories/tegl-10-16-change-2
https://wdr.doleta.gov/directives/corr_doc.cfm?DOCN=7611
https://wdr.doleta.gov/directives/corr_doc.cfm?DOCN=3118
https://wdr.doleta.gov/directives/corr_doc.cfm?DOCN=1487
https://media.multisites.wa.gov/media/WPC/adm/policy/5414-2.pdf
https://workforcesw.org/results-and-data/policies
http://workforcesw.org/providers#OperationsPolicies
mailto:agimlin@workforcesw.org

