Workforce Solutions

for North Central PA

Supportive Services Policy

I. PURPOSE:

To provide policy and administrative procedures regarding the provision of supportive services for WIOA
Youth, Adult and Dislocated Worker and TANF Youth Development participants in the North Central
Workforce Development Area.

Il. REFERENCES:

e  Workforce Innovation and Opportunity Act of 2014 (WIOA or Opportunity Act), Public Law (Pub.
L.) 113-128, enacted July 22, 2014

e 20CFR 680 PartG

e The Workforce Innovation and Opportunity Act, WIOA Desk Reference, Supportive Service, June
2017

e Training and Employment Guidance Letter (TEGL) No. 19-16, No. 10-23

e Workforce Solutions WIOA Eligibility and Self-attestation & Telephone/Document Inspection
Verification Policy; Adult Priority of Service Policy; Priority of Service to Veteran’s Policy;
Individual Employment Plan (IEP) and Individual Service Strategy (ISS) Policy; WIOA Adult,
Dislocated Worker, and Youth Program Exit & Follow-up Services Policy

lll. BACKGROUND:

A key principle in WIOA is to provide local areas with the authority to make policy and administrative
decisions and the flexibility to tailor the workforce system to the needs of the local community. To
ensure maximum flexibility, this guidance provides the discretion to provide the supportive services
deemed appropriate, subject to the limited conditions prescribed by WIOA. Local Boards are required to
develop written policies and procedures to ensure coordination with other entities to ensure the highest
quality, most comprehensive service provision possible; prevent duplication of resources and services;
and establish limits on the amount and duration of these services. WIOA and TANF Youth Development
supportive services are allowable only when these services are not available through other agencies and
the services must be necessary for the individual to participate in Title | WIOA and TANF Youth
Development activities.

IV. DEFINITIONS:



Individual Employment Plan (IEP) — an ongoing strategy jointly developed by the participant and the
career planner that identifies the participant’s employment goals, appropriate achievement objectives,
and the appropriate combination of services for the participant to achieve the employment goals. (20
CFR 680.170)

Individual Service Strategy (ISS) —a dynamically developed and collaboratively built plan that outlines a

youth'’s objectives, and strategies for achieving education and employment goals. This plan jointly

developed

by a participant and career planner is based on the needs of each youth.

Supportive Services as defined by WIOA — means services such as transportation, child care, dependent

care, housing, and needs-related payments, that are necessary to enable an individual to participate in

activities authorized under this Act.

V. POLICY:

A. WIOA supportive services may only be provided to individuals who meet all of the following

criteria:

1.

Participants in WIOA career or training services;

Unable to obtain supportive services through other programs providing such services or
resources; and

In need of supportive services to enable the individuals to participate in WIOA Title |
activities.

B. According to WIOA, Supportive Services may include, but are not limited to:

1.
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12.

linkages to community services;

assistance with transportation;

assistance with child care and dependent care;
assistance with housing;

needs-related payments; (must be enrolled in training)
assistance with educational testing;

reasonable accommodations for youth with disabilities;
legal aid services;

referrals to health care;

. assistance with uniforms or other appropriate work attire and work-related tools, including

such items as eyeglasses and protective eye gear;

. assistance with books, fees, school supplies, and other necessary items for students enrolled

in postsecondary education classes; and
payments and fees for employment and training-related applications, tests, and
certifications.

C. Supportive services are one of the 14 youth elements that must be made available to youth

participants.

D. A supportive service may only be provided to participants to enable their participation in WIOA

services and must be tied to that specific service. For Title | Youth programs, supportive services



can be provided as a follow-up service and, therefore, can take place after exit without delaying

the exit date.

Supportive services do not delay exit for WIOA Adult and Dislocated Worker participants and are

therefore not available during Follow-Up Services. Generally, a participant who becomes

employed full-time should be exited (with exceptions for on-going training or stop-gap

employment earning deficits) and receive follow-up services. The definition of supportive

services for these programs requires that they may not be provided to an individual who is not

considered to be a participant.

Though supportive services related to employment would be of benefit, program funds must

remain directly tied to an approved career or training service.

Supportive services are available to TANF Youth Development participants while the eligible

youth are participating in work experience program or other program as approved by the

Workforce Development Board through the TANF Planning application process.

Supportive services are provided on the basis of need as determined by the provider and

adhering to all applicable federal and state guidelines. As a part of the objective assessment

process and development of the Individual Employment Plan (IEP) or Individual Service Strategy

(1SS) a participant’s need for supportive services and appropriate community resources and

referrals must be made.

A supportive service should be reasonable and necessary to enable a participant to take part in

services and activities related to the IEP or ISS.

1. Supportive services are what is needed and necessary for participation in employment and
training activities (Adult Education classes are considered training activities), or

2. The participant must be active in career services such as workshop attendance, Job Club, or
other regularly scheduled activities with the provider staff for the purposes of remediation
to employment.

A supportive service should not duplicate a service a participant could receive from another

program in the community. If possible, it may be applicable to cost share with other service

providers.

Supportive services are not intended to meet every need of the participant. Rather, they provide

temporary assistance. For this reason, staff should assist the participant in developing a plan to

cover the supported costs once WIOA Title | and/or TANF Youth Development Funds are no

longer appropriate for the individual.

The use of supportive services is not intended to assist in paying for expenses for which a

participant could receive a refund.

. Supportive services are available for WIOA Title | Youth, Adult, Dislocated Workers and TANF

Youth Development programs as long as the appropriate plans and budgets have been approved

by Workforce Solutions prior to the provision of the supportive services.

Because WIOA funds should only be used to provide supportive services when they are

unavailable through other resources and service providers, provider staff are responsible for

coordinating services and providing referrals to other state and local agencies offering resources

and supportive services. WIOA Title | Adult, Dislocated Worker, and Youth program staff must



P.

Q.

ensure that all other avenues and resources have been exhausted prior to expending WIOA
funds for supportive services.
Funds must be used in accordance with the requirements of the Federal Uniform Guidance and
all other guidance and regulations applicable to the funding source. That is, all documentation
submitted with a request for supportive services must be clear and include, when applicable, a
statement of need from the training or work experience provider. Receipts must identify the
entity that supplied the good or service and provide an itemized description of what was
purchased.
Provider is responsible for creating procedures and a supportive service request document.
The maximum award (per enrollment in WIOA or TANF Youth Development) as determined by
Workforce Solutions is $1,000.
Workforce Solutions includes the following as allowable supportive services funded to WIOA
Adult, Dislocated Worker, and Youth participants. Provider staff will determine the need for
supportive services and monitor the participant’s progress and status to assess ongoing need:
1. Transportation: Supportive services funds may be used to cover certain transportation
costs, when deemed the most economical public or private transportation to meet
participation needs, including:

a. Mileage: Transportation supportive services must be provided on actual mileage to and
from a WIOA and TANF Youth Development funded career service or work-based
training program including OJT and Transitional Employment, work experience, or to
and from a training facility associated with a training service or adult education.

i.  The reimbursement rate as approved by Workforce Solutions is $.30 per mile

ii. Documentation of mileage reimbursement must be recorded, signed and collected
from each participant and placed in the participant file of anyone that received
reimbursement.

b. Transportation costs can also include bus, parking passes and tolls. Bus passes are not to
exceed ATA’s monthly fare;

c. Gas cards may be purchased and utilized however the amount reimbursed must be
based on actual mileage. An effective tracking system must be in place if gas cards are
to be used with supervisor, case manager, and participant sign-off.

d. Auto repair forimmediate need when the vehicle is the only one available to the

participant. Auto repair is to include the purchase of tires when the vehicle is needed for
participation in employment and training activities or for the participant to pursue
employment goals as part of an active IEP or ISS. As indicated previously, supportive
services are not be provided for the purposes of unsubsidized employment alone.

A description of repairs needed must be maintained in the participant file. Vendors
selected must be a registered mechanic or garage.

ii. Provider must have procedures to follow when providing funding for car repairs.
e. The cost of inspection and repairs, and the purchase of a bicycle are allowable in
situations where it is proven and documented that if not provided the participant will
not be able to participate in training or make it to their place of employment training.

e Documentation must be received and payment must be made directly to the vendor
— not to the participant.



Driver’s license or state identification card: A WIOA participant may receive supportive
services funds for one (1) instance of the cost of obtaining a state driver’s license or
identification card. This aligns with the intention of TEGL 10-23, and provides for data
validation and employment-related documentation. Supportive service funds may not be
used to pay for the costs of fines, penalties, or legal fees associated with obtaining or
reinstating a driver’s license.

Child Care / Dependent Care: Child and dependent care costs may be paid at the local

documented rate. The child or dependent care provider must be licensed and/or registered.

If no licensed and/or registered provider of care is available or adequate, the case manager

will make a case note indicating the situation prior to providing payment to the non-licensed

or non-registered provider. A referral to Early Learning Resource Center must occur.

Housing: Housing assistance allows participants to maintain or obtain adequate or

temporary shelter while participating in the program. Provider must have procedure in place

to verify the requested housing assistance information is accurate. All information regarding
the housing assistance provided must be documented along with any monthly cost or
arrears. As with other supportive services, funding is to be provided as a last resort and
documentation must be obtained to show no other means for payment was available.

Payments should not be ongoing.

a. Mortgage assistance, when behind in payments

b. Rental assistance

c. Utilities (e.g., electric, water, sewer, garbage, gas)

d. Internet cost when training has an online component

e. Cell phone bill covering the participant only, and after other means such as Google
number or Lifeline have been exhausted.

Non-employer paid licensing / certification or educational testing fees: A WIOA participant

may receive funding for a maximum of two (2) instances of the same license/certification or

test utilizing WIOA supportive services dollars.

a. WIOATTitle | program staff will determine the need for licensing or testing through
employer demand. The staff will make the necessary arrangements with the vendor for
payment.

b. The cost of all sections of GED® or HIiSET® testing and/or obtaining transcripts may be
covered under this supportive services category.

Drug Testing / Training-related physical and testing: A WIOA participant may have one (1)

instance of a drug test and/or required physical testing paid for through WIOA supportive

services dollars when meets the need and necessity criteria for career and training-related
services, if not paid for by employer.

Criminal Background Checks and/or Clearance: A WIOA participant may have one (1)

instance of obtaining a criminal background check and/or clearance necessary to pursue

employment and training goals as part of an active IEP or ISS. This includes one (1) instance
of each of the following: Pennsylvania Child Abuse History Clearance, Pennsylvania State

Police Criminal Record Checks, and Federal Bureau of Investigations (FBI) Criminal History



VI.

Background Check. As indicated previously, supportive services strictly tied to unsubsidized
employment should be avoided.

8. Clothing and/or uniform: A WIOA participant may receive up to $300 for clothing and/or
uniform(s) necessary for participation in career and training services, if these items are not
provided by the training provider or employer (for instance, reimbursed through a boot or
clothing allowance). Interview clothing is allowable for those active with career counseling
or Job Club. Clothing must be identified as needed and necessary for the connected service.
ltemized documentation of need is to be collected from a work experience employer,
training employer, or provider.

9. Books, fees, school supplies and other necessary items: A WIOA participant enrolled in
training, may be provided with supportive services to pay fees, and purchase books and
supplies with documented need.

10. Equipment/tools: A WIOA participant may receive supportive services to cover the costs of
tools and/or equipment necessary for participation in training if these items are not
provided by the training provider or employer.

11. Registered Apprenticeships Fees: A WIOA participant applying to a registered
apprenticeship may receive assistance for non-employer paid, non-refundable costs
required for initial admittance or participation in the program. These costs may include
application fees, initial dues (one month only), and/or required clothing/shoes. Supportive
services funds may only be used if the expenses are a requirement for participation in
training and/or a reasonable condition of employment.

12. Reasonable accommodations for individuals with disabilities: As with other supportive
services, WIOA supportive services dollars may only be used as the funding of last resort for
these accommodations.

PROCEDURES:

As a part of the objective assessment process and development of the Individual Employment Plan
(IEP) or Individual Service Strategy (ISS), provider staff should meet with each participant to
determine the need and the necessity for supportive services. Referrals to appropriate community
resources must be made and documented as part of the IEP / ISS (via the assessment, barrier
section, or progress notes).

As supportive services are intended to be temporary, each participant should be given individualized
case management services to reduce and eliminate barriers. These efforts should be documented in
the case progress notes as part of the IEP / ISS.

Provider staff must coordinate services with other state and local agencies offering resources and
supportive services. Documentation must include the agency name, contact, and results of contacts
/ service or resource provided to participant.

Staff should assist the participant in developing a plan to cover the supported costs once WIOA Title
I and/or TANF Youth Development Funds are no longer appropriate for the participant. This plan
must be documented in the IEP / ISS (via goal objectives or progress notes).



E. Information on the need and necessity for supportive services should be properly documented in
the IEP / ISS and case notes in the Commonwealth Workforce Development System (CWDS).
Supportive services may only be awarded when necessary to enable participation in WIOA career

services or training activities when all other resources have been exhausted.

F. Upon determination of need by staff a request form is to be submitted to the appropriate supervisor
for review and approval. This request must take into consideration previous supportive services
received. In situations where, immediate approval and provision of the supportive services is
necessary, consultation with that staffs’ supervisor via telephone call is accepted. The phone call can
then be followed up with the required documentation.

G. All documentation in CWDS and the file must be clear and consistent on what was provided.
Services entered should match all case notes and documentation.

VII. POLICY EXCEPTIONS:

Please note that if it is determined an individual requires additional supportive services, requests for
these exceptions may be considered. Requests for exceptions shall be sent to Pam Streich at
pstreich@ncwdb.org and Tonya Mauk at tmauk@ncwdb.org and must include the reason for the
request including the steps taken to leverage other funding and resources. A budget including the
breakdown of the participants income, expenses and supportive services needs, must be submitted with
the request.

Any discrepancies arising between Workforce Solutions policy and/or procedures with federal and
state provisions due to current or future revisions will default to the current minimum federal and
state regulations and guidance available. Workforce Solutions policy/or procedures may set forth
stricter requirements than provided by federal and state guidance, but in no case will local policy
and/or procedures not meet minimum federal and state policy.

VIII. RESCISSIONS:

None

IX. EXPIRATION:

Ongoing

X. INQUIRIES:

Questions shall be directed to:

Pam Streich, Executive Director at pstreich@ncwdb.org; or

Tonya Mauk, Oversight and Project Manager at tmauk@ncwdb.org; or
Donna Hottel, Strategic Planning and Project Manager at dhottel@ncwdb.org

Workforce Solutions for North Central PA
425 0Old Kersey Road
Kersey, PA 15846


mailto:pstreich@ncwdb.org
mailto:tmauk@ncwdb.org
mailto:dhottel@ncwdb.org

(814) 245-1835

Xl. POLICY HISTORY:

This policy is reviewed annually (at a minimum), typically during the first week of July, by Workforce
Solutions’ staff to assess and implement any necessary changes, edits, updates and revisions.

Name of Staff Reviewer |Date of Review |Description of change Effective Date

Tonya Mauk 9/30/2025 Reviewed. Updated to current 10/28/2025
formatting; guidance on allowable
funding including caps on specific
areas and tying supportive services
to approved career or training

service.

Pam Streich 7/1/2020 Changes to mileage reimbursement 7/26/2020
amount

Pam Streich 5/14/2020 Changes to align with federal and 05/14/2020

state policies

Auxiliary aids and services are available upon request to individuals with disabilities.
Equal Opportunity Employer/Program
For more information on the Stevens Amendment and Funding, visit
https://www.workforcesolutionspa.com/categories/resources/pages/stevens-amendment



