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SWB is an Equal Opportunity Employer/Program and Activities. Auxiliary aids and services are available upon request to individuals with 
disabilities. SWB’s employment program is 100 percent funded by the U.S. Department of Labor through awards totaling $5,000,000. 
 
BABEL NOTICE (29 C.F.R. § 38.9(g) (3)): This document contains vital information. If English is not your preferred language, contact One Stop Operator, 
ososouthern@gmail.com, 1414 E. Wade Watts Ave. McAlester, Ok. 74501 (580)634-1853 TTD/TTY: 711 or 800-722-0353 to obtain translation and/or 
interpretation services for the content of this document 

 



 

 

REFERENCE: 

• Workforce Innovation and Opportunity Act (WIOA) 

• Training and Employment Guidance Letter (TEGL) NO. 10-23 

• Training and Employment Guidance Letter (TEGL) NO. 9-22 

• Training and Employment Guidance Letter (TEGL) NO. 19-16 

• Oklahoma Employment Security Commission Workforce System Directive (WSD) #12-2024 

• Oklahoma Employment Security Commission Workforce System Directive (WSD) #80-2024 
 
PURPOSE: 
The following document contains the policies and guidelines from the Southern Workforce Board, 
designed for Service Provider Staff offering supportive services to Adult, Youth, and Dislocated Workers 
participating in WIOA Title I services, as well as any other program that includes supportive services as 
an allowable expense. 
 
The document aims to comply with applicable laws, rules, regulations, and policies. It explicitly ensures 
that staff are not required to violate these laws regulations and policies, Furthermore, the policy will be 
updated periodically to reflect any necessary changes.  
 
The provision of Supportive Services will not exceed $1,500 per participant, per year, as approved by the 
Southern Workforce Board. 
 
POLICY: 
Supportive services are services that are necessary to enable an individual to participate in activities 
authorized under the Workforce Innovation and Opportunity Act (WIOA). Supportive services may be 
provided only after it has been determined that such services are necessary for participation in 
program activities.  
 
The provision of supportive services under WIOA Title I for Adults, Youth, or Dislocated Workers is 
contingent on the participant's inability to access these services through other partner programs. 
Before offering WIOA-funded supportive services, it is essential to verify that no alternative programs 
can meet the needs of the participant. Supportive services must be coordinated within each labor 
market area and staff are responsible for: 

• Providing resource directory, ensuring that participants receive electronic or printed directories 
of community resources and information 

• Making formal referrals when appropriate, staff should facilitate referrals to other partner 
programs that may be suitable to assist with participant's needs. 

• Understanding supportive services and the offerings of the WIOA One-Stop partners and 
adhering to the referral process outlined in the local MOU or cooperative agreement. 

 
WORK AUTHORIZATION: 
While work authorization is not required at the time of enrollment, supportive services that involve 
direct financial benefits – such as vouchers or reimbursement for transportation or childcare—are 
restricted to qualified individuals. Consequently, WIOA Title I funds cannot be used for the services until 



 

 

the participant provides proper work authorization documentation.  
 
SUPPORTIVE SERVICE REQUIREMENTS 
Supportive services are available for WIOA Title I participants, including Adults, Dislocated Workers, and 
Youth, who are engaged in Title I Career Services (excluding follow-up career services for Adults and 
Dislocated Workers) and in alignment with the required 14 youth elements, SWB will ensure that Youth 
support services are accessible to WIOA Title I Youth participants and may also be provided as follow-up 
services when applicable.  
 
These supportive services are designed to assist participants in overcoming barriers and ensuring their 
successful participation in the program. By providing necessary support, the program aims to enhance 
overall outcomes for participants in their career and training endeavors   
 
To effectively address barriers to employment and identify supportive service needs, the service provider 
will conduct an objective assessment, which will be documented in the participant's Individual Service 
Strategy (ISS) and/or Individual Employment Plan (IEP).  Additional supportive service needs will be 
addressed as they arise and recorded in the participant’s ISS and/or IEP 
 
To the extent possible, staff should ensure that similarly situated participants receive similar supportive 
services if no other resources are available to the participant. 
 
WIOA Title I will only cover expenses incurred while a participant is enrolled in the WIOA Title I program 
and actively engaged in authorized activities under WIOA, Provided that:  

• Supportive services are NOT AVAILABLE through other programs providing similar services 

• The supportive service is NECESSARY to enable the individual to participate in career services or 
training activities. 
 

This approach ensures that participants receive timely support while maintaining compliance with WIOA 
and OESC guidelines. 
 Supportive Services may include but are not limited to: 

• Linkages to community services 

• Assistance with transportation 

• Assistance with childcare 

• Needs-related payments 

• Assistance with educational testing; 

• Reasonable accommodations for individuals with disabilities 

• Legal aid services 

• Referrals to healthcare 

• Assistance with uniforms or other appropriate work attire 

• Work-related tools including such items as eyeglasses and eye gear 

• Assistance with books, fees, school supplies, and other necessary items for students to enroll in 
postsecondary education classes 

• Payments and fees for employment and training-related applications, tests and certifications 



 

 

Supportive services may include other reasonable and necessary services required for 
participation in the programs.  These services are meant to provide customers with the capability 
to deal with problems as they are identified and before they interrupt a participant’s program 
activities or attachment to the workforce. 
 
40% Training-Related Supportive Services 

The governing policy, WSD 82-2024 (formerly OWDI 08-2019), mandates that local workforce 
development boards allocate at least 40% of WIOA Adult and Dislocated Worker formula funds 
toward training expenses that directly benefit participants. Eligible expenditures under this 
requirement include: 

• Individual Training Accounts (ITAs) 

• On-the-Job Training (OJT) 

• Customized Training 

• Incumbent Worker Training 

• Registered Apprenticeships 

• Supportive services directly linked to training activities 

To ensure compliance with the 40% expenditure requirement, priority will be given to the 
allowable costs listed above. However, with approval from the Project Director, other eligible 
supportive services may also be provided to participants as needed. 

 
REQUIREMENTS AND PROVISIONS 
Assistance can be provided through a voucher or contract when such services are not available 
to the participant from another program.  Documentation that “supportive services are not 
available from another program” is extremely important as a lack of documentation could result 
in disallowed costs to the Service Provider.  Documentation on the ISS/IEP must be entered 
verifying that other partner services are not available and reference what other partner was 
contacted.  (Example DHS, DRS, Tribal, etc.)  In addition, the supportive service must be 
documented in the appropriate places in the Participant Individual Record Layout (PIRL) File.   
 
As stated previously, each assigned supportive service shall address a need identified in the 
Objective Assessment of the IEP/ISS and the service shall be documented in the case file through 
the IEP/ISS as to how it addresses that need.  IEP/ISS notations and/or The Request for Supportive 
Service Voucher MUST state and explain that such service(s) are “not available to the participant 
from other programs” and be uploaded in the state reporting system.  
 
In situations where there are no other resources available to the participant, Case Managers may 
provide supportive services through contracts, vouchers or reimbursement vouchers. Before 



 

 

proceeding, Case Managers must conduct a price analysis for the necessary service and submit a 
Supportive Service Tracker form along with the relevant packet for review. It is essential to utilize 
the attached form and follow the current procurement documentation procedures to ensure 
compliance. 
 

➢ Childcare Assistance: 
In most instances, childcare assistance is available through the Department of Human 
Services or other programs. However, if situations do arise, the WIOA Title I program 
can provide assistance for participants who are in an allowable activity.  A completed 
Request for Supportive Service Voucher must be submitted to the Service Provider 
(S.P.) Project Director documenting the unavailability of childcare assistance from 
other agencies or programs. As soon as possible, the participant should 
assume/resume responsibility for childcare. 

 
A maximum of $20.00 per child per day for the days the participant participated in an 
approved activity.  The days must be documented on a timesheet and attached to the 
monthly invoice.  Payment will only be made for those children listed on the request 
form as custodial dependent children.  The selection of the caregiver and the payment 
for services in excess of the maximum amount is the responsibility of the program 
participant.  

 
WIOA participants may elect to have DHS co-pay reimbursements in lieu of the 
schedule described above. However, the reimbursement may never exceed the 
maximum amount described in the schedule above. 
 

➢ Housing Assistance: 
Assistance with emergency housing may be necessary when participants do not have 
adequate housing, have rent or payments past due, or have eviction notices for late 
payments. However, the one-time limit does not apply to room/board costs created 
by training program locations.   

 
In the instance of off-campus residency, the client must supply a lease agreement that 
has the individual listed as a tenant.  The maximum for housing assistance is not to 
exceed $1,500 per program year.   A W-9 must be completed for off-campus housing.  
  

➢ Travel Assistance: 
For transportation assistance, staff must demonstrate that assistance is required to 
enable the participant the opportunity to participate in allowable activities. 
Participant time sheets reflecting attendance in one of these activities or employment 
are required for transportation reimbursement. Timesheets and the mileage chart are 
to be utilized for calculating the transportation reimbursement amount.  The 
participant will be reimbursed only for the days he/she can demonstrate time and 
attendance in one of these activities or employment.  The Case Manager must 



 

 

complete a Travel Request Form, signed by the participant and Case Manager, and 
submit it to S.P. Project Director for approval 
 
The Case Manager must also complete the Supportive Service Reimbursement form 
monthly and return it to the S.P. Project Director.  For travel reimbursement, the 
number of hours must be recorded daily while attending class or employment.  At the 
end of each month, the participant and Case Manager will sign the form, verifying the 
hours/days attended during the month. An employer’s time sheet or a classroom 
training timesheet may be attached rather than duplicating the information.  In this 
instance, the Case Manager may write “see attached” across the timesheet section of 
the form. 

 
Program participants are eligible to receive transportation assistance for a minimum 
of at least 2 miles from the participant’s residence to the designated training or 
employment site, or other commute site, and return.  Reimbursement will be 
according to the following scale: 
 

Miles per Day Rates per Day 
0-1 $0.00 

2-10 $5.00 
11-20 $6.00 
21-30 $7.00 
31-40 $8.00 
41-50 $9.00 
51-60 $10.00 

 
Transportation Reimbursement at the SWB mileage rate might also be available for 
individuals in special activities under certain circumstances but must be pre-approved 
by board staff.   
 

➢ Books, Supplies, Clothing, Eyeglasses and Other Equipment: 
Books, supplies, equipment and/or tools may be purchased on behalf of the 
participant if they are related to, or utilized for, subsidized or unsubsidized 
employment, occupational training, classroom training, on-the-job training or other 
work-related type training.  There is no set expenditure limit or quantity limit on books 
and supplies, however, the case manager must clearly document the activity and its 
relationship to the purchase.  All purchases must be conducted utilizing the 
Procurement and Contracting Policy. 
 
Clothing/uniforms may be purchased on behalf of the participant if they are related 
to, or utilized for, subsidized or unsubsidized employment, occupational training, 
classroom training, on-the-job training, or other work-related type training. The 
maximum for clothing/uniforms assistance is not to exceed $500.  The case manager 



 

 

must clearly document the activity and its relationship to the purchase.  All purchases 
must be conducted utilizing the Procurement and Contracting Policy. 
 
Program funds may be utilized to assist the participant with eyeglasses and protective 
gear not to exceed $300.00 
 

➢ Food: 
Food allowances for Youth attending all-day workshops will be paid and documented 
in the same manner as other allowable supportive services.  Actual attendance in 
training must be verified through a sign-in sheet and time and attendance record.  The 
actual cost of the meals for each day must be documented and the meal allowance 
shall not exceed $15.00 per participant per day.  Each meal will require three price 
quotes.   

 
➢ Other Supportive Services: 

Other support service and job retention needs may be identified during initial 
assessment, during periodic reviews, or at any time during post-employment.  WIOA 
payment for services not specified in the policies outlined above must be approved in 
advance by the SWB Executive Director. In addition, max amounts may be exceeded 
for special circumstances with approval by the SWB Executive Director. 
 

➢ PARTNER SERVICE SUPPORTIVE SERVICE ASSISTANCE  
Supportive services coordinated through other social service agencies or programs 
must be thoroughly documented in the Individualized Employment Plan (IEP) or 
Individual Service Strategy (ISS) for participants receiving intensive and/or training 
services under WIOA Title I. This documentation should include the type of supportive 
service provided, the agency responsible for delivering services, and any relevant 
timelines or outcomes associated with the support. Ensuring accurate and 
comprehensive records. 

 
HELPFUL HINTS: 

➢ When a schedule of reimbursement is used, such as described above, it will not be 
necessary for the participant to provide a receipt for the product or service to receive 
payment. However, for other instances of cash assistance under supportive services, 
if a fixed level or schedule of reimbursement amounts is not used, it will be necessary 
for the participant to provide a receipt for the product or service in order to be 
reimbursed 
 

➢ Except for travel reimbursement, the Case Manager must complete the “Request for 
Supportive Services Voucher" form, signed by the participant and Case Manager, and 
submit it to the S.P. Project Director for approval.   

 
➢ Reimbursement for other supportive services, purchased on behalf of the participant, 



 

 

must include a receipt that reflects that payment has already been made and clearly 
states what the receipt is for.  

 
➢ Program funds may not be used to pay for legal fines.  In this instance staff should 

assist the participant in establishing an arrangement with legal authorities for 
“working-off” the fine.   

 
Equal Opportunity and Nondiscrimination Statement 
All Recipients and Sub-recipients / Sub-grantees must comply with WIOA’s Equal Opportunity 
and Nondiscrimination provisions which prohibit discrimination on the basis of race, color, 
religion, sex(including pregnancy, childbirth, and related medical conditions, transgender status, 
and gender identity), national origin (including limited English proficiency), age, disability, 
political affiliation or belief, or, for beneficiaries, applicants, and participants only, on the basis 
of citizenship status or participation in a WIOA Title-I financially assisted program or activity. 
 
REVISIONS: 
The SWB Executive Director is authorized to make revisions and issue supplemental instructions, 
guidance, approvals, and/or forms as necessary to implement, clarify, or maintain compliance 
with this policy. This authority extends to making updates as required to align with federal or 
state regulations, policy directives, or organizational needs.   
 
 
 
Attachment:  Supportive Service Tracker form 
  



 

 

 
 
 
 
 

"Equal Opportunity Employer (EOE)/Program" / "Auxiliary Aids and Services Are Available upon Request to Individuals 

with Disabilities."    
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