Saratoga Warren Washington
Workforce Development Board (SWW WDB)
WIOA Supportive Services and Other Allowable Participant Support Expenses Policy
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Attachment A — Transportation Assistance Procedures (Gas Cards & Bus Passes)
Attachment B — Gas Card/Bus Pass Request Form

1.0 Purpose
1.1 - The purpose of this policy is to establish standards for the provision of supportive services,

including needs-related payments, and other allowable participant support expenses, including stipends
and incentive) under the Workforce Innovation and Opportunity Act (WIOA), enacted July 22, 2014,
and its implementing regulations, or any successor federal workforce legislation.

1.2 - Supportive services are intended to remove barriers to program participation, support training and
employment, and improve participant outcomes.

1.3 - This policy ensures compliance with federal and state requirements while providing flexibility to
adapt to changes in federal appropriations, program consolidation, or successor funding streams.

2.0 Definitions & Acronyms

Supportive Services - Services necessary to enable an individual to participate in activities authorized
under WIOA or the Wagner-Peyser Act. Services may include but are not limited to:

e Assistance with transportation

e Assistance with childcare and dependent care

e Assistance with housing, legal aids services, referrals to health care,

e Assistance with uniforms or other appropriate work attire and work-related tools,

e Needs related payments

e Identification document fees
Needs-Related Payments (NRP) - A type of supportive service meant to provide financial assistance to
participants to enable them to participate in training when other resources (including supportive services
from another program or partner) are insufficient to support participation in WIOA-funded training.
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Stipends - Fixed regular payments made to a WIOA participant during their enrollment to encourage
their ongoing participation in education, training services, and other individualized career services
including, but not limited to:

e Short-term pre-vocational services, including development of learning skills, communication
skills, interviewing skills, punctuality, personal maintenance skills, and professional conduct
services to prepare individuals for unsubsidized employment or training,

¢ financial literacy services,

e unpaid internships or work experiences linked to careers.

Incentives - One-time payments made to participants for recognition of achieving milestones directly
tied to work experience/career services or WIOA recognized training activities, including:
e occupational skills training,

registered apprenticeship,
e On-the-job Training (OJT),
e customized training,

e entrepreneurial training.
WIOA — Workforce Innovation and Opportunity Act — Federal workforce development law that governs
employment and training programs.
CFR - Code of Federal Regulations — Federal regulations that implement WIOA (e.g., 20 CFR Part 680
for Adults/Dislocated Workers).
TEGL — Training and Employment Guidance Letter — Official guidance from the U.S. Department of

Labor (USDOL) on how to implement WIOA programs.

TA — Technical Advisory — Guidance issued by the New York State Department of Labor (NYSDOL)
for Workforce Development Boards.

LWDB - Local Workforce Development Board — Regional governing body responsible for overseeing
WIOA implementation locally.

TANF — Temporary Assistance for Needy Families — Federal block grant program providing cash
assistance and supportive services for low-income families.

SNAP — Supplemental Nutrition Assistance Program — Provides food assistance benefits to low-income
individuals and families.

VR - Vocational Rehabilitation - State program (often through ACCES-VR in New York) that
provides services to help individuals with disabilities prepare for, obtain, or retain employment.
HUD — U.S. Department of Housing and Urban Development — Federal agency that provides housing
support and rental assistance, often coordinated locally through public housing authorities.

IEP — Individual Employment Plan — A required plan for Adult/Dislocated Worker participants under
WIOA that outlines employment goals and needed services.

ISS — Individual Service Strategy — Similar to the IEP, but used for Youth participants; connects goals
with program elements and services.

MIS — Management Information System — State system used to track WIOA participants, services, and
performance (in NY, this is OSOS — One-Stop Operating System).

3.0 Authority
3.1 - Workforce Innovation and Opportunity Act (WIOA), Public Law 113-128.
3.2 - 20 CFR §§ 680.900-680.970 (Adult/Dislocated Worker supportive services); 20 CFR §§ 681.570—
681.580 (Youth supportive services).
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3.3 - U.S. Department of Labor — Training and Employment Guidance Letters (TEGLs):
TEGL 19-16 (Adult/Dislocated Worker services under WIOA & Wagner-Peyser).
TEGL 21-16 (Title I Youth formula program guidance).

TEGL 14-18 (Guidance on serving priority populations under the WIOA Adult program)
TEGL 07-20 (WIOA performance accountability).

TEGL 23-19 (Data validation).

TEGL 09-22 (Youth supportive services & work experience expenditure alignment).
TEGL 10-23 (Reducing administrative barriers; improving customer experience).

TEGL 09-24 (Updated Dislocated Worker Grant guidance)

3.4 - New York State Department of Labor — Technical Advisories (TAs):

TA 23-06.1 (Initial Assessment in the Career Center System).

TA 23-01 (Priority Populations & Priority of Service).

TA 21-06.4 (Disability Resource Coordinator guidance).

TA 26-02 (Local Supportive Services and Other Allowable Participant Support Expense Policies)

4.0 Eligibility for Supportive Services

4.1 - Supportive services must be necessary to enable participation in an approved activity (e.g., training,
work experience, job search, education, or related services documented in the IEP/ISS).
4.2 —Participants must be enrolled in an WIOA Title I program (Adult, Dislocated Worker, or Youth)
and unable to obtain supportive services through other programs providing the same supportive services.
Additional eligibility criteria include:

e Adult and Dislocated Worker participants must be engaged in career or training services, not

including follow-up services

e Youth participants must receive one of the 14 elements, including follow-up.
4.3 -
4.4 —Additionally eligibility requirements for participants to receive need based related payments are
program specific and include the following:

e WIOA Title I Adult Program Participants must:

o Beemployed

o Not qualify for, or have ceased qualifying for, unemployment compensation and

o Beenrolled in a training program of service under WIOA

e  WIOA Title I Dislocated Worker Program Participants must:

o Be unemployed

o Have ceased to qualify for unemployment compensation or trade adjustment allowance
under the Trade Adjustment Assistance (TAA) program and

o Be enrolled in training program under WIOA sec. 134(c)(3) by the end of the 13" week
after the most recent layoff that resulted in a determination of the workers eligibility as a
DW, or, if later, by the end of the 8" week after the worker is informed that a short-term
layoff will exceed six (6) months; or

o Be unemployed and did not qualify for unemployment compensation or trade
readjustment assistance under TAA.

e Payments may be provided to Adult & DW participants if they have been accepted in a training
program that will begin within thirty (30) calendar days. The Governor may authorize local areas
to extend the 30-day period to address appropriate circumstances.

4.5 Other funding sources (e.g., TANF, SNAP, VR, HUD) must be assessed and, where available,
utilized to avoid duplication.

4.6 - Eligibility must be supported by an Initial Assessment consistent with TA 23-06.1 and reflected in
the IEP/ISS.
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4.7 - Processes and documentation must minimize administrative burden and expedite access, consistent
with TEGL 10-23 (e.g., right-sized verification, use of existing documents when permissible).

4.8 - Residency restrictions will not be imposed beyond program eligibility requirements; service
coordination across county lines is encouraged when it benefits the participant.

4.9 - Supportive services are not entitlements and remain subject to availability of funds and fiscal
controls.

5.0 Allowable and Unallowable Supportive Services Expenses
5.1 -Allowable Supportive Services Costs include;

Transportation (public transit, mileage reimbursement, gas cards, rideshare) necessary for
participation. Transportation assistance is limited to a maximum of $600 per participant per
program year unless an exception is approved per Section 6.4 Procedures governing gas cards
and bus passes shall follow Attachment A — Transportation Assistance Procedures (Gas Cards &
Bus Passes).

Childcare and dependent care with NYS OCFS licensed providers or documented safe
arrangements consistent with state requirements.

Work-related clothing, uniforms, safety equipment, tools, testing fees, licensing, certification,
and background checks required for training/employment (e.g., NYS DOT physicals, study
guides, transcripts, birth certificates, nursing supplies, welding equipment, etc.)

Short-term or transitional housing assistance that removes an immediate barrier to participation;
coordination with community resources is required.

Services and equipment for individuals with disabilities, including assistive technology and
accommodations; coordination with DRCs per TA 21-06.4.

Digital access necessary for participation (e.g., temporary internet stipends, loaner devices,
proctored exam access).

Legal aid services
Assistance with identification document fees (this includes fees required to obtain or correct
essential identification documents necessary for enrollment in training, background checks, or
employment.)
Electronic devices, as detailed in Program Guidance Letter (PGL) #21-02

5.2 - For Youth programs, supportive services that directly enable participation in paid or unpaid work
experience may count toward the 20% work experience expenditure requirement when all conditions in
TEGL 09-22 are met.

5.3 — Unallowable Supportive Services expenses include:

Ongoing rent or mortgage beyond short-term crisis assistance,

fines/penalties,

consumer debt payments,

alcohol/tobacco,

Requests that constitute ongoing income replacement or that are unrelated to participation are not
allowable.

entertainment, including amusement, diversion, social activities, and any associated costs are
unallowable, except where specific costs that might otherwise be considered entertainment have
a programmatic purpose and are authorized in the approved budget for the Federal award or with
prior written approval of the Federal awarding agency, or

any expenditure inconsistent with federal/state allowability or local fiscal policy.
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6.0 Other Allowable Participant Support Expenses

6.1 Stipends are fixed regular payments made to participants to encourage ongoing participation in
authorized WIOA activities, including education, training, and individualized career services.
Allowable stipend uses include, but are not limited to:

e Short-term pre-vocational services;

¢ Financial literacy services;

e Unpaid work experiences and internships linked to career pathways.
Additional allowable stipends for Youth participants include:

e occupational skills training,

e classroom training,

e high school equivalency preparation,

e work readiness, and

e employability skills training.
Participants in unpaid work experiences (including job shadowing and unpaid internships) may receive
stipends. However, where an employer-employee relationship exists (such as On-the-Job Training),
participants must receive wages consistent with applicable labor laws rather than a stipend.
6.2 Stipends must comply with NYS Labor Law Section 198-C and must not include wage supplements
or benefits.
6.3 - Incentives are one-time payments provided to recognize achievement of specific, documented
milestones directly related to WIOA training, work experience, or career services.
Incentives must:

¢ Be clearly tied to measurable milestones defined in the participant’s IEP or ISS;

e Be supported by documentation verifying successful completion of the milestone;

e Align with the goals of the specific program and Board policy; and

e Comply with 2 CFR 200 requirements.
Additionally, for Youth participants incentives must be tied to training or work experience elements.
6.4All incentive payments are subject to fund availability and are not entitlements.
6.5 - Stipends and incentives are not considered WIOA supportive services. They are treated as other
allowable participant support expenses and remain subject to the same requirements for individualized
determination, last resort, documentation, IEP/ISS linkage, and availability of funds

7.0 Individualized Determination of Funding
7.1 - The SWW WDB may publish internal guidance with typical ranges to promote consistency;
exceptions require supervisory approval with written justification.
7.2 - Funding decisions for supportive services shall be reviewed and authorized by the Director of the
respective Career Center, or their designee, to ensure consistency, accountability, and proper fiscal
oversight. Such determinations must be directly connected to the participant’s approved Individual
Employment Plan (IEP) or Individual Service Strategy (ISS), and shall reflect the training, employment,
or barrier-reduction needs identified therein.
7.3 - Guideline Caps by Service Category
Supportive services are contingent upon available funds and are subject to the following guideline caps
per participant per program year:

e Transportation: up to $600 (gas cards, mileage reimbursement, bus passes, etc.)

Childcare/Dependent Care: up to $500

Work-related Clothing, Tools, Licensing/Testing Fees: up to $500

Short-term/Transitional Housing Assistance: up to $500

Digital Access (devices, internet stipends): up to $300

7.4 — Exception Authority and Funding Limitations:
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The Director of the respective Career Center (or designee) may authorize supportive service
expenditures above these caps when:
e The need is clearly documented in the participant’s Individual Employment Plan (IEP) or
Individual Service Strategy (ISS);
e No other funding sources are available; and
e Sufficient funds remain within the LWDB’s current WIOA allocation or successor program
budget.
All supportive service approvals, including exceptions, remain discretionary and subject to the
availability of funds. If funding reductions or reallocations occur, supportive services may be limited,
suspended, or discontinued at any time.

8.0 Assessment and Planning Requirements
8.1 - An Initial Assessment per TA 23-06.1 is required prior to supportive service issuance.
8.2 - The IEP/ISS must specify barriers addressed, the service(s) authorized, expected duration, and
intended outcomes.
8.3 - Supportive service needs and effectiveness must be reviewed at least every 90 days (or sooner
based on participant progress or funding changes).

9.0 Supportive Services for Youth Participants
9.1 - Supportive services are one of the 14 required youth program elements under WIOA and must be
tied to the ISS.
9.2 - Services should remove barriers to participation in education, training, and work experience; where
applicable, alignment with the 20% work experience expenditure is governed by TEGL 09-22.
9.3 - Supportive services may continue during follow-up when needed to sustain outcomes, consistent
with funding and policy.

10.0 Priority Populations and Accessibility
10.1 - Priority of service will be provided to veterans and eligible spouses consistent with WIOA and
federal guidance.
10.2 - In accordance with TEGL 14-18 and TA 23-01, at least 50.1% of Adult participants receiving
individualized career services must fall within state-identified priority populations (public assistance
recipients, low-income individuals, or individuals who are basic-skills deficient).
10.3 - The SWW WDB will ensure accessibility for individuals with disabilities and coordinate with
Disability Resource Coordinators per TA 21-06.4.
10.4 - Language access and culturally competent practices will be used to ensure equitable access for
individuals with limited English proficiency.

11.0 Documentation and Records
11.1 - Case files must include assessment results, financial need analysis where applicable, IEP/ISS
entries; authorization/approvals, proof of delivery (e.g., receipts, vouchers, attendance, milestone
verification for incentives); and entries in the New York State MIS.
11.2 - The participant’s OSOS record must document, via case notes in the Comments tab, what other
non-WIOA funded sources were explored and were unavailable prior to the issuance of any WIOA-
funded supportive services or participant support expenses.
11.3 — Specific instructions for documenting the provision of or referral to, supportive services or other
allowable participant support expenses can be found in the OSOS Supportive Services Guide on
NYSDOL’s website.
11.3 - Data must meet federal/state validation standards (TEGL 23-19) and performance reporting
requirements (TEGL 07-20).
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11.4 - Records will be retained consistent with state/federal retention rules and the SWW WDB’s fiscal
policy (minimum six years unless otherwise required).

12.0 Monitoring and Compliance
12.1 - The SWW WDB will conduct regular quality assurance and fiscal reviews of supportive services
for allowability, documentation, and performance alignment.
12.2 - Monitoring will verify barrier-reduction outcomes, timeliness of provision, avoidance of
duplication with other funding sources, and adherence to TEGL 10-23 principles for reducing
administrative burden.
12.3 -Identified deficiencies will result in corrective actions up to and including reimbursement,
retraining, or policy revision.

13.0 Transition & Funding Contingencies
13.1 - The SWW WDB recognizes that federal workforce legislation and appropriations may
significantly alter or eliminate supportive service funding streams, including those currently authorized
under the Adult, Dislocated Worker, and Youth programs of WIOA.
13.2 - Supportive services are discretionary and contingent upon available funds. If allocations for
supportive services are reduced or eliminated under new legislation, the SWW WDB and its Career
Centers will:
e 13.2.1 - Limit supportive services to the level of funding available within the Adult, Dislocated
Worker, or Youth programs or any successor funding streams that permits such expenditures.
e 13.2.2 - Cease providing supportive services in any category where no funds are available.
e 13.2.3 - Inform participants and partners that supportive services are not entitlements and may be
reduced or discontinued at any time based on funding availability.
e 13.2.4 - Ensure that all supportive service decisions remain compliant with the most current
federal and state guidance.
13.3 - The SWW WDB shall amend this policy as necessary to reflect new federal workforce legislation
or state directives regarding supportive services.

14.0 Adoption & Effective Date
14.1 - Amended by the Saratoga Warren Washington Workforce Development Board on May 27,
2026.
13.2 - This policy supersedes prior supportive services policies and will be updated as necessary to
remain consistent with WIOA guidance and NYSDOL directives.

Revised: 8/12/09 — WIA (Superseded)
12/16/2009 — WIA (Superseded)

Reviewed: 05/25/2011 — WIA (Superseded)
Amended/Adopted: 6/24/2026

Amended: 5/27/2026
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Attachment A
Transportation Assistance Procedures (Gas Cards & Bus Passes)
SWW WDB

A. Eligibility & Documentation
1.1 - Gas cards are issued only to participants with an approved supportive service plan (IEP/ISS)
specifying transportation as a necessary service.
1.2 - Participant must lack sufficient resources to cover transportation independently.
1.3 - Staff must complete a Gas Card Request Form, including participant name, program, approved
activity, and staff initials.
1.4 - Each issuance must be documented in the participant’s case notes and linked to the IEP/ISS.

B. Usage Rules
2.1 - Gas cards are for the participant’s personal vehicle use only and may not be used for family,
friends, or any other person.
2.2 - Gas cards must be picked up in person at the Career Center; cards will not be mailed.
2.3 - Permissible uses: gas for travel to/from approved training, work experience, or employment-related
activities.
2.4 - Prohibited uses: fines, tickets, vehicle repair, or non-training/work travel.

3. Limits / Caps
3.1 - A $600 per program year cap applies for transportation support unless documented participant need
and supervisor approval justify additional assistance.
3.2 - Supervisory approval must include written justification if a participant exceeds the cap.
3.3 - Transportation support is subject to fund availability.

4. Reconciliation & Accountability
4.1 - Staff must log all issued gas cards, including: participant name, date, card number, amount, staff
initials, and related activity.
4.2 - Logs will be reviewed and reconciled monthly by Career Center supervisors.
4.3 - Lost or stolen cards must be reported immediately; replacements require supervisor review and
approval.

5. Coordination
5.1 Prior to issuing a gas card, staff must assess other available funding sources (TANF, SNAP, VR,
HUD) to avoid duplication.
5.2 Travel must be directly connected to a planned activity documented in the participant’s IEP/ISS.

6. Step-by-Step Process for Staff
6.1 Confirm participant eligibility and review IEP/ISS for approved transportation needs.
6.2 Verify that the participant does not have access to alternative funding sources for transportation.
6.3 Complete the Gas Card Request Form and obtain supervisor approval if applicable.
6.4 Issue the gas card in person and document issuance in both case notes and the Gas Card Log.
6.5 Participant signs acknowledgment of usage rules.
6.6 Reconcile card usage monthly and address discrepancies promptly.

References in Supportive Services Policy:
e Section 5.1: Transportation

e Section 6.3: Individualized determination of supportive service funding
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