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AB # 19-05 

Effective Date: Immediately 

 

ACTION BULLETIN 

 

 

TO: All Adult and Dislocated Worker Career Service Providers funded through the 

Workforce Innovation and Opportunity Act (WIOA)  

 

DATE: June 28, 2019 

 

SUBJECT: Employment Development Department’s (EDD) Data Consent Authorization 

Form (DCAF) and Process: Purpose, Allowances and Location Codes  

 

PURPOSE OF BULLETIN: 

 

The purpose of this bulletin is to provide notification to Alameda County Workforce Development 

Board’s (ACWDB) contracted Workforce Innovation and Opportunity Act (WIOA) Career Service 

Providers (CSP) regarding updates to EDD’s policy concerning the use of the DCAF form for 

collection of confidential data relevant to WIOA applicants/participants and other individuals.  

 

REFERENCES: 

 

• Workforce Services Directive (WSD) 16-08 – Release of Confidential Unemployment 

Insurance (UI) Information; Issued October 3, 2016  

 

BACKGROUND: 

 

Prior to issuance of WSD 16-08, EDD and Local Workforce Boards had an agreement on the 

purpose and use of the UI DCAF form to obtain wage information and data regarding WIOA 

eligibility for applicants/participants involved in WIOA programs.   

 

WSD 16-08 modified the allowances of the DCAF restricting usage to a last resort option after 

having exhausted avenues that the individual applicant/participant could utilize to obtain the 

confidential information/documentation from EDD.  Confidential information/documentation 

shared through this process was being shared via facsimile (fax). Therefore, each Local Workforce 

Development Area (LWDA) was required to receive approval from EDD for each CSP and provide 

verification that fax machines were located in areas restricted to staff and not available for public 

access. 

 

In May, 2019, EDD provided notification to the Management Information Systems (MIS) 

administrators from each LWDA that existing location codes must be reviewed to: 

• Ensure continuing access to CSPs still utilizing the system/process; 

• Deactivate locations not actively using the process; and 

• Correct contact information assigned to each location (mailing address, fax number, etc.)  
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CONSIDERATIONS: 

 

Upon receipt of notification of the proposed changes to the DCAF location codes from EDD, 

ACWDB staff conducted a query of contracted WIOA CSPs to determine usage and compliance 

with the UI DCAF process.   

 

Consideration was given to: 

• Whether the offices affiliated with the location codes were still viable CSPs;  

• Whether CSPs had been utilizing the DCAF process at all over the last program year; and 

• Whether CSPs had been utilizing the DCAF process in compliance with current EDD 

directives. 

 

DETERMINATIONS: 

 

ACWDB staff have determined that usage of the DCAF process at all was very minimal and that 

most CSPs had discontinued use of the process after the issuance of WSD 16-08.   

 

It was further determined that: 

• CSPs who indicated an on-going, regular usage of the process – and who currently have 

access to confidential EDD information through the location code authorization would be 

grandfathered in and allowed to maintain their access to the system and the process; 

• CSPs not currently utilizing the system or the process would be omitted from the location 

code roster – and will be required to request confidential information from EDD through 

ACWDB staff – specifically, through the Workforce Services Support Team (WSST) 

Technicians. 

 

POLICY: 

 

Effective upon the issuance of this action bulletin:  

• CSPs without access to EDD’s DCAF process will be required to submit requests to their 

assigned Workforce Technician through email, fax, or hand delivery; 

• CSPs with access through an authorized location code will be required to submit requests 

directly to the attention of EDD’s UI Division in compliance with the process outlined 

below; and 

• To assist CSPs without access to EDD’s DCAF process, Workforce Technicians will be 

responsible for: 

o faxing correctly completed requests to the attention of the Unemployment Insurance 

Division of EDD; 

o retrieving responses from EDD; and 

o returning those responses to the attention of the appropriate CSP staff.  

 

 

PURPOSE OF THE DCAF: 

 

Per WSD 16-08, use of the DCAF form should be limited to last resort efforts to collect 

documentation relevant to the determination of eligibility for Dislocated Worker status – 

specifically:  

1) whether the applicant has received or exhausted their eligibility for Unemployment  

Insurance (UI) benefits; and  
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2) the last employer of record, last date employed, and reason for separation or lay-off 

status with that employer.  

 

Additionally, the DCAF should be used only after the applicant has been unable to obtain that 

documentation on their own through UI Online sources or through letters sent to the applicant by 

EDD (Notice of Unemployment Insurance Award, the Notice of Unemployment Insurance Claim 

Filed, or the Automated UI Check Stub Message). 

 

PROCESS: 

 

Once CSP staff determines that documentation is not available through any other source (as 

referenced above), they should initiate the DCAF process by requesting that WIOA applicants 

complete and sign the EDD UI DCAF form (attachment 1 to this bulletin). 

 

DCAF Instructions: 

1. In the “Completed by Customer” section, the WIOA applicant should provide their name in 

the designated space; 

 

2. In the “Customer Select One” section, WIOA staff should select the option indicating “Fax 

to the EDD number . . .”; 

 

3. In the “Customer Signature” section, the WIOA applicant should provide their signature, 

and fill in the date and their full social security number. 

 

4. In the “Completed by the Subrecipient Case Worker” section, CSP staff should provide the 

“subrecipient name”, the “Location Code”, the “Name of Case Worker”, the “Case Worker 

Signature”, the Case Worker phone number and signature date.  (NOTE: Appropriate 

Subrecipient Names and Location Codes are provided in a list below).     

 

Career Service Provider Subrecipient Name Location Code 

ACWDB’s Business Services Unit Alameda County WDB ALA-00 

Eden AJCC Rubicon Programs ALA-04 

North Cities CSP* Alameda County WDB ALA-00 

Tri-Cities CSP Ohlone College ALA-10 

Valley CSP Chabot/Las Positas ALA-07 
*CSPs utilizing the ACWDB Location Code will be required to submit completed DCAF forms to their assigned 

technicians for transmission to EDD. 

 

5. Completed DCAF forms should be submitted in one of two ways: 

1) through fax (per instructions on the DCAF Form) to EDD’s UI Division, in Sacramento, 

California (1-916-319-1486); or 

2) to the attention of ACWDB’s Workforce Services Support Team (WSST) through email 

(scanned document), fax, or through hand-delivery. 

 

6. Upon receipt of completed DCAF forms, WSST staff will submit requests to the attention of 

EDD through fax. 

 

7. Responses from EDD will be sent immediately back to the attention of requesting CSP staff. 
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ACTION: 

 

Career Service Provides should provide immediate notification to appropriate staff responsible for 

intake and eligibility determination. 

 

Career Service Provides should develop internal procedures to ensure compliance with restrictions 

and requirements being set forth in this bulletin. 

 

For information and inquiries please contact: 

 

Michele G. Garcia  

Workforce Board Systems Administrator 

24100 Amador Street, 6th Floor 

Hayward, CA 94544-1203 

(510) 259-3802 

mggarcia@acgov.org 

 

ATTACHMENTS: 

 

Attachment 1 – WIOA UI – Data Consent Authorization Form (DCAF) 
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ACWDB AB 19-03 

Attachment 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


