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SCSEP Data Validation Guidance

Data validation is a series of internal controls or quality assurance techniques established to verify the accuracy,
validity, and reliability of data. Establishing a shared data validation framework for the SCSEP ensures all
program data consistently and accurately reflects the performance of the program.

The State, as the grantee receiving funding under the US DOL Employment and Training Administration (ETA)
is required to maintain and report accurate and reliable program and financial information. Per Training and
Employment Guidance Letter (TEGL) 23-19, Change 3, ETA strongly recommends States have data validation
procedures in place to ensure the validity of reporting and participant data. This Guidance Letter and procedures
will go into effect on July 1, 2026.

Each quarter the State Lead (State) will review the Quarterly Performance Report (QPR) with the SCSEP
Program Manager (sub-grantee) to ensure that performance outcomes are being reported accurately and that
there is no missing or erroneous performance data.

To ensure reporting outcomes are reflected with proper support documentation, the State will also conduct data
validation each quarter based on the procedures outlined in this Guidance Letter. During data validation, the
State will randomly select SCSEP participant files and review all 37 data elements to ensure data is entered in a
timely manner and check for proper source documentation.

The State will also train sub-grantee staff on data validation techniques on an annual basis. Training may
include review of the data validation policy, review or data validation elements, review of acceptable forms of
data validation, or other topics the State views as necessary for review.

The State and the sub-grantee will store and maintain records according to existing State Policy #05-13-00
Record Maintenance and Retention.

The State incorporates this data validation Guidance Letter and procedure into existing internal controls and
required monitoring per 2 CFR 200.328.

SCSEP Data Validation Procedures

SCSEP Data Elements to Be Verified

Below is a list of SCSEP data elements will be reviewed for each participant record.
o Date of Birth (no self-attestation)




Individual with a Disability

Eligible Veteran or Other Eligible Person

Employment Status at Program Entry

Low-Income Status at Program Entry(no self-attestation)

Date of Program Entry

Date of Program Exit

Other Reasons for Exit

Employed in 2™ Quarter After Exit Quarter

Employed in 4™ Quarter After Exit Quarter

Earnings 2nd Quarter After Exit Quarter

Urban/Rural

Family Size

Veteran, Post-9/11 Era

At Risk of Homelessness

Failed to Find Employment After Receiving WIOA Title I Services
Low Employment Prospects

Severe Disability

Frailty

Old Enough for but Not Receiving Social Security Title II
Severely Limited Employment Prospected in Area of Persistent Unemployment
Limited English Proficiency

Low Literacy Skills

Total Hour Paid at Community Service Assignment in 1% Quarter
Total Hour Paid at Community Service Assignment in 2" Quarter
Total Hour Paid at Community Service Assignment in 3™ Quarter
Total Hour Paid at Community Service Assignment in 4™ Quarter
Total Hours of Paid Training in 1% Quarter

Total Hours of Paid Training in 2™ Quarter

Total Hours of Paid Training in 3™ Quarter

Total Hours of Paid Training in 4™ Quarter

Formerly Incarcerated

Total Hours of Paid Sick Leave in 1% Quarter

Total Hours of Paid Sick Leave in 2" Quarter

Total Hours of Paid Sick Leave in 3™ Quarter

Total Hours of Paid Sick Leave in 4™ Quarter

Total Hours of Paid Participant Required Action Activities
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No other data elements will be reviewed during data validation.

Determining Sample Size

Sample size will be determined each quarter by first determining the current SCSEP participants in GPMS.
This can be found by logging into GPMS, clicking on REPORTS, then clicking on Participant Current/Exit
Detail. Then select “Show Currently Active Enrollments Only” and “Show All Assignments.” This view will
provide a number of current participants in SCSEP — XX.

To determine sample size, the current number of SCSEP participants (XX) will be multiplied by 37 as there are
37 data elements to review for each participant record. Formula: XX * 37 = Population Size



Next, use Calculator.net to determine Participant Sample Size. The confidence level should be set at 95%, the
Margin of Error should be set at 5%, the Population Proportion should be 50% and the population size will be
determined by the formula above (XX * 37). Participant Sample Size will then be divided by 37 to produce the
number of participant records for the sample size.

Example: There are 50 current SCSEP participants. 50 X 37 = 1850 (Population Size). Based on these figures,
Calulator.net says the sample size should be 319. Taking 319 / 37 = 8.6 (Participant Records). Rounding up, 9
participant records (Participant Sample Size) should be pulled for data validation this quarter.

Selecting Files for Review

Export a list of current SCSEP participants from GPMS. Use the RANDBETWEEN function in Excel to
randomly assign a number to each of the participants. Select the number of participants records based on the
sample size methodology described above. In the example list above, if 9 participant records are listed as an
appropriate Participant Sample Size, then the first 9 participant records would be selected for review.

Without using any Personal Identifying Information (PII), notify the sub-grantee of the records that will be
reviewed for that quarter. Sub-grantee will then place the participant information and data validation documents
in a shared Dropbox.

How to identify and correct errors or missing data

At the end of each quarterly data validation review, the State will notify the sub-grantee of all errors and
missing data via email. The sub-grantee will have 5 business days to correct errors and input missing data. The
sub-grantee will then notify the State that errors have been corrected and missing data has been inputted.

How to document errors or missing data was corrected

The State will verify that errors have been corrected and missing data has been corrected by checking those
participant records. The State will then notify the sub-grantee via email that all correction are complete OR that
errors and missing data still exists.

Timing of Data Validation
Data Validation will be on a Quarterly basis. In general, the data validation will take place on the last week of
the month that follows the end of a quarter. Exact dates will vary based on individual schedules.

Annual Monitoring and Data Validation

During the annual monitoring of the SCSEP, the Commerce Regulatory Compliance (CRC) team will review
the data validation policy and procedures to ensure they are being followed. CRC will then note any procedures
that are not being followed and include corrective action if warranted in the monitoring report as a means to
assess the effectiveness of the data validation process.




