Florida Migrant Education Program
COVID-19 Certificate of Eligibility (COE) Completion Protocol
Project Year 2020-2021

The Coronavirus (COVID-19) has impacted identification and recruitment (ID&R) efforts in
the Florida Migrant Education Program (FMEP) by severely restricting recruiters’ abilities to
meet with families in person. According to the United States Department of Education Office
of Migrant Education, it would be acceptable for MEP staff to conduct recruitment activities
via telephone or video conferencing. This would include holding interviews with potentially
eligible migratory families to obtain information necessary to complete the Certificate of
Eligibility (COE). As a result, the FMEP implemented this COE Completion Protocol that
indicates how the COE may be completed without requiring a recruiter to meet in person
with a potentially eligible family or requiring the interviewee’s signature at the time the
interview was conducted. If any COE is completed during this time, the person completing
the COE must follow this protocol, including MEP staff that may have resumed in-person
interviews based on local jurisdiction procedures.
1. Effective immediately, recruiters may continue to conduct recruitment activities via
telephone or video conferencing until advised to resume face-to-face interviews as
allowed by local policy.
2. If the recruiter conducts a face-to-face interview, the recruiter may complete the COE
without the interviewee’s signature due to potential health and safety concerns. The
recruiter should follow any applicable local public health and LEA recommendations
regarding social distancing and precautions during the pandemic, for their protection as
well as the protection of migrant families, children and youth.
3. The recruiter will add a note to the Comments section explaining the circumstances that
prevented the recruiter/interviewer from obtaining the interviewee’s signature.
4. After normal activities resume, if MEP staff are able to contact the interviewee inperson, we recommend that the interviewee’s signature be added to the COE and the
Comments section be updated. Signatures may also be collected by mail.
We note that certain precautionary or containment measures taken in response to the pandemic
such as school closures and social distancing can compound the challenges already faced by
migratory families, such as access to health care and food assistance, social isolation, etc.
Recognizing the key role that MEP staff often play in outreach and advocacy for migratory
families, we urge MEP recruiters and other staff to use telephone or video contact as an
opportunity to assess the immediate needs of migratory children and their families and work to
either address those needs directly or connect the families to other available resources for
assistance. Read each section of the protocol thoroughly before completing a COE by phone
or video interview.
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Eligibility Interview Process
PREPARATION
To prepare for an eligibility interview during this time, the recruiter is encouraged to follow
these steps:
1. Research available resources for MEP and non-MEP families within your district or
region.
2. Be prepared to share the MEP services that will be provided to the family if they are
eligible.
3. Collect all necessary eligibility resources that may aid your eligibility determination.
4. Completing an eligibility interview over the phone is different than in person. Below
are some additional tips that may be helpful.
o Be mindful that it may be more difficult to gain the interviewee’s trust over the
phone.
o Have a calendar, digital or paper, available for reference.
o Be prepared to create a timeline of the family’s moves using the Eligibility
Checklist and Eligibility Flowchart.

CONDUCTING THE INTERVIEW BY PHONE OR VIDEO CALL
1. To put the family at ease, begin the phone or video conversation by letting the
individual know that the MEP is here to keep them informed about information and
resources available to them during the Coronavirus pandemic.
2. Provide information about all available resources in the area and ask if they have any
questions.
3. Conduct the eligibility interview by asking all relevant questions to determine if the
family/youth is eligible for the MEP.

MEP ELIGIBILITY CRITERIA VERIFIED BY PHONE OR VIDEO INTERVIEW
1. If the family/youth is eligible, the recruiter will complete the COE, taking extra time to
carefully review all the information with the interviewee.
2. The recruiter will write the following statement in Section IV – Comments:
"Due to the pandemic, the interviewee [insert Full Name and relationship to the
child(ren)] verified by phone interview the eligibility information on [insert date
XX/XX/XX]."
3. The recruiter is required to follow these additional procedures:
o To complete Section V Interviewee signature section:
 Read the verification statement above the signature line.
 Read statements 1 and 2 below the signature line regarding the MEP.
Ask for a “yes” or “no” reply.
 The recruiter will write “COVID-19 Call” on the interviewee's signature
line then will draw a dash (-) for relationship to child(ren) and date in
Section V.
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MEP ELIGIBILITY CRITERIA VERIFIED BY IN-PERSON INTERVIEW
1. If the family/youth is eligible, the recruiter will complete the COE, taking extra time to
carefully review all the information with the interviewee.
2. The recruiter will write the following statement in Section IV – Comments:
"Due to the pandemic, the interviewee [insert Full Name and relationship to the
child(ren)] verified by in-person interview the eligibility information on [insert date
XX/XX/XX]."
3. The recruiter is required to follow these additional procedures:
o To complete Section V Interviewee signature section:
 Read the verification statement above the signature line.
 Read statements 1 and 2 below the signature line regarding the MEP.
Ask for a “yes” or “no” reply.
 The recruiter will write “COVID-19 In-Person Interview” on the
interviewee's signature line, then will draw a dash (-) for the relationship
to child(ren) and date in Section V.

MEP ELIGIBILITY CRITERIA NOT MET
1. If the family/youth is determined to be ineligible, it is still important to provide them
with all available non-MEP funded resources in the area.

AFTER THE INTERVIEW
1. Thank the interviewee for their cooperation.
2. Remind the individual that the MEP is here to share information with them about the
resources that are available during the Coronavirus pandemic and inquire if there is
anything that the MEP can help with.
3. Inform the individual of any services that the MEP will provide during the pandemic.
4. If a COE was completed, secure the COE with all related information and follow the
normal COE submission procedures.
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Example COE Sections
COMMENTS SECTION – PHONE INTERVIEW

Due to the pandemic, the interviewee [insert Full Name and relationship to
the child(ren)] verified by phone interview the eligibility information on
[insert date XX/XX/XX].

COMMENTS SECTION – IN-PERSON INTERVIEW

Due to the pandemic, the interviewee [insert Full Name and relationship to
the child(ren)] verified by in-person interview the eligibility information on
[insert date XX/XX/XX].

SIGNATURE SECTION – PHONE OR I N-PERSON

COVID-19 Call [or In-Person Interview]

-

X
X
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COVID-19 COE Protocol Flowchart
Project Year 2020-2021

Before the
Interview
•
•

Prepare resources
for the family/youth
Prepare yourself for
a phone eligibility
interview

During the
Interview
•
•

•

•

•

Ask all relevant eligibility
questions
Take extra time to review the
COE information carefully
with the interviewee
Input the statement about
the inability to sign because
of the pandemic into Section
IV: Comments
Read and check all MEP
statements in the Section V:
Interviewee Signature
section
Write "COVID-19 Call" or
“COVID-19 In-Person
Interview” on the
interviewee signature line
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After the
Interview
•

•

Thank the
interviewee for
their time
Inquire if there is
anything else that
the MEP can do for
them

