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Purpose

The purpose of this policy is to provide staff with the guidance on the changes to expenditure requirements,
eligbility and program elements under WIOA Title | Youth Program. This policy defines the criteria for the
design and parameters of the Title | Youth Program.

It shall be the policy of the Southern Workforce Board (SWB) and the Board of Directors of the Local Elected
Officials (LEO) that all the WIOA services shall be delivered in a manner that fully complies with WIOA law
and regulation.

Message:

This policy defines the standards for eligibility, enrollment, program design, service delivery, and oversight
of the 14 required youth program elements. It outlines the responsibilities of SWB and, if established, the
Standing Youth Committee, in the planning and administration of youth services.

The policy reinforces SWB’s commitment to providing equitable access to services for eligible in-school and
out-of-school youth, with a focus on removing barriers and supporting long-term career and educational
success. It ensures compliance with federal and state regulations, promotes accountability in the use of
WIOA youth funds, and supports continuous improvement through proper documentation, performance
monitoring, and local coordination.

By establishing this guidance, SWB affirms its responsibility to deliver high-quality, youth-centered services
that are responsive to the needs of the region and aligned with the performance and fiscal expectations of
WIOA.



Policy

Standing Youth Committee (SYC):

SWB has elected to not establish a formal Standing Youth Committee under WIOA section 107(b)(4)(A)(ii)
and 20 CFR § 681.100. As such all responsibilities related to the oversight, design, and delivery of the WIOA
Title | Youth Program are retained by the SWB Board in consultation with the CLEOs.

Although SWB does not maintain a Standing Youth Committee, it does engage in partner meetings to
receive input from community stakeholders and youth-serving partners. SWB remains committed to youth-
centered program design and continues to incorporate community feedback through partnerships with
schools, service providers, and local organizations.

Should SWB determine that the establishment of the Standing Youth Committee is necessary in the future,
SWB will follow the guidelines set forth in OESC WSD #12-2024. This includes developing a local policy that
defines the committee’s mission, membership structure, meeting procedures, and its role in compliance
with WIOA and Sunshine Act provisions.

The SWB will continue to fulfill all youth program responsibilities as outlined in 20 CFR § 681.120, including:
e Designing a comprehensive youth service delivery system

e Coordinating resources among education, training, and community providers,

e Selecting and overseeing youth service providers,

e Ensuring the full availability of the 14 required youth program elements, and

e Promoting continuous improvement of youth services across the region.

This approach ensures the compliance with WIOA law and provides flexibility to meet the evolving needs of
youth in our region.

Program Design and Requirements
Definitions

Dependent: An applicant who falls into any one of the following categories:
e Under 18 years of age, living with parent(s) or guardian(s) and is receiving support from them; or
e Agge 18-24 and parent(s) or guardian(s) pay(s) for more than 50% of the applicant’s support.

Independent: Is an applicant who falls into any one of the categories below:

e Under 18 years of age, not living with parent(s) or guardian(s), and is not receiving any support from
them.

e Individuals, age 18-24, providing more than 50% of their own support;

e Age 25 orolder;

e Married (including separated, but not divorced)

e Has children that receive more than half of their support from the applicant;

e Has dependents other than a spouse or children who live with the applicant and receive more than half
of their support from the applicant;

e Livesin own residence or in a residence without financial support from parent(s) or guardian(s);



e [son active duty in the U.S. armed forces for the purposes other than training; or
e Aveteran of the U.S. armed forces.

Support:

As is relates to dependent, financial assistance from parents or guardians to help pay for food, clothing,
shelter, utilities, education, medical and dental care, recreation, transportation, and any other living
expenses; as well as government provided cash public assistance and food assistance.

Eligibility Determination:
To participate in the SWB WIOA Title | Youth Program, individuals must meet the eligibility requirements for
either In-School Youth (ISY) or Out-of-School Youth (OSY).

In-School Youth (ISY)

To be eligible, and ISY must meet all of the following:
A. Be attending school (as defined by state law)
B. Be 14-21 years old at time of enrollment
C. Be alow-income individual, and
D. Have one or more of barriers to employment

Out-of-School Youth

To be eligible, an OSY must meet the following:
A. Not attending School
B. Be 16-24 years old at the time of enrollment
C. Must have at least one barrier to employment.

A. Age requirements

e In-School Youth (ISY): Ages 14-21

e QOut-of-School Youth: Ages 16-24
Age is based on time of enrollment, because of this, ISY and OSY may continue to receive services beyond
their maximum ages. Once they are enrolled, as long as they are receiving one of the program elements
other than follow-up services, it may be appropriate to enroll the youth in the adult program at that time to
maximize program resources and to meet the individual’s needs.

B. Determining School Status.
School status is determined at time of enrollment and remains unchanged throughout the period of
participation. Determining school status is critical as it determines how a youth expenditure is reported. The
Department of Labor does not consider the following to be schools, for the purpose of determining ISY.

e Adult Education under Title Il of WIOA

e Youth Build

e Job Corps

e Drop-out re-engagement programs

e High School Equivalency Programs



However, there is one exception. Youth attending high school equivalency (HSE) program, including those
considered to be dropout re-engagement programs, funded by the public K-12 system are classified by the
school system as still enrolled in school are considered ISY.

C. Eligibility Barriers

Barriers to employment are a key component in determining eligibility for both In-School Youth (ISY) and
Out-of-School Youth (OSY) under the Workforce Innovation and Opportunity Act (WIOA). The presence of at
least one qualifying barrier is required for all ISY participants and most OSY participants, as outlined in 20
CFR § 681.210-681.220. Barriers to employment must be documented and verifiable through appropriate
methods, including acceptable forms of documentation, case notes, and self-attestation (where permitted).

The following are considered barriers to employment under WIOA for ISY:

1. Basic Skills Deficient;

e According to federal regulations 20 CFR, a participant is considered “basic skills deficient” if they
meet one of the following criteria:

o English, Reading, Writing or Computing Skills: The individual has English, reading, writing
or computing skills at or below the 8™-grade level on a generally accepted standardized
test.

o Assessments: The individual is unable to solve problems, read, write, or speak English at
a level necessary to function on the job, in the individual’s family, or in society. Please see
WSD 50-2024, Assessments, to see what methods are acceptable for determining “basic
skills deficient.”

An English Language Learner;

An offender (an individual who has been subject to any stage of the criminal justice process)

Homeless, runaway, or a foster care youth (current, aged out, or in an out-of-home placement)
Pregnant or parenting

Individual with a disability

Low-income and requires additional assistance to complete an educational program or to secure or hold
employment as follows:

Nou ks wnN

e Avyouth with a parent or legal guardian that is currently or previously incarcerated for a felony
conviction

e Avyouth who lacks parental support. Case managers must include a case note about lack of parental
support and include youth self-attestation in the participant file.

e A vyouth with a parent or legal guardian who lacks a high school diploma or GED

e Avyouth who attends or has attended chronically underperforming school listed as a priority or
targeted intervention school on the Oklahoma state Department of Education website. Oklahoma
State Department of Education-TSI.

e Avyouth between 18-21 years of age with a pattern of poor work history. Poor work history includes
inability to hold employment for more than three months, non-reoccurring employment income,
and sporadic employment.

For ISY, the “requires additional assistance” barrier may only be used for 5% of participants per program
year when it is the sole eligibility barrier.

The following are considered barriers to employment under WIOA for OSY:


https://oklahoma.gov/content/dam/ok/en/osde/documents/services/school-support/additional-targeted-support-and-improvement/TSI.pdf
https://oklahoma.gov/content/dam/ok/en/osde/documents/services/school-support/additional-targeted-support-and-improvement/TSI.pdf

1. Aschool dropout

2. Avyouth within compulsory school age who has not attended school for at least the most recent
complete school calendar quarter.

3. Arrecipient of a high school diploma who is a low income individual and is either basic skills deficient or

an English language learner;

An offender

Homeless, runaway, or a foster care youth (current or aged out)

Pregnant or parenting

Individual with disability

A low income individual who requires additional assistance to enter or complete an educational

program or to secure or hold employment, defined by SWB as:
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e Avyouth with a parent or legal guardian that is currently or previously incarcerated for a felony
conviction

e Avyouth who lacks parental support. Case managers must include a case note about lack of parental
support and include youth self-attestation in the participant file.

e A vyouth with a parent or legal guardian who lacks a high school diploma or GED

e Avyouth who attends or has attended chronically underperforming school listed as a priority or
targeted intervention school on the Oklahoma state Department of Education website. Oklahoma
State Department of Education-TSI.

e Avyouth between 18-21 years of age with a pattern of poor work history. Poor work history includes
inability to hold employment for more than three months, non-reoccurring employment income,
and sporadic employment.

D. Low Income Determination:

e Al ISY must be low-income.

e OSYs with disabilities are not required to be low-income. For ISYs with disabilities, the youth’s own
income, rather than his or her family’s income, must meet the low-income definition and not exceed the
higher of the poverty line or 70 percent of the LLSIL

e For OSY, low-income status is only required when eligibility is based on:

o Basic skills deficient
o English language learner
o Requires additional assistance.

Additionally, if an individual is not living in a single residence with other family members; that individual is
not a member of a family for the purpose of WIOA income calculations. 20 CFR § 675.300 defines family as
“two or more persons related by blood, marriage or decree of the court, who are living in a single residence,
and are included in one or more of the following categories:

e Married couple and dependent children

e Parent or guardian and dependent children; or

e A married couple.

Youth are automatically considered to be low-income if they meet one or more of the following:
e Receives or is eligible to receive free or reduced lunch
e Livesin a high poverty area


https://oklahoma.gov/content/dam/ok/en/osde/documents/services/school-support/additional-targeted-support-and-improvement/TSI.pdf
https://oklahoma.gov/content/dam/ok/en/osde/documents/services/school-support/additional-targeted-support-and-improvement/TSI.pdf

e Receives SNAP, TANF, SSI, or other public assistance
e s homeless

High Poverty Areas

Under WIOA regulations at 20 CFR § 681.260, the term "low-income" includes youth who reside in a high-
poverty area. A high-poverty area is defined as a Census tract, a set of contiguous Census tracts, an
American Indian Reservation, an Oklahoma Tribal Statistical Area (OTSA) as defined by the U.S. Census
Bureau, other tribal land as defined by the Secretary in guidance, or a county with a poverty rate of at least
25 percent, as determined every five years using the American Community Survey (ACS) 5-Year data. It is
important to note that not all areas within an OTSA, Census tract, or county are automatically eligible;
rather, each must meet the 25 percent poverty threshold individually. Some OTSAs may not have a Native
American poverty rate of 25 percent or higher, so eligibility must be determined on a case-by-case basis
using the most recent ACS data.

Directions for identifying high-poverty areas for WIOA Youth Program eligibility can be found at
https://youth.workforcegps.org/resources/2021/03/09/14/03/Directions-forDetermining-High-Poverty-
Areas-for-the-WIOA-Youth-Formula-Program, and ACS 5-Year data can be accessed at
https://www.census.gov/data/developers/data-sets/acs-5year.html.

E. Self-Attestation

In accordance with Training and Employment Guidance Letter (TEGL) 23-19, Change 1, the Southern
Workforce Board (SWB) permits self-attestation as an acceptable method for documenting most data
elements related to WIOA Youth eligibility. Self-attestation is especially important for individuals who
experience barriers to accessing official documents, ensuring equitable access to services.

Self-attestation is defined as a written or electronic declaration made and signed by the participant,
confirming the accuracy of specific information related to their eligibility. Acceptable formats include a
physical signature, electronic signature, email, text message, or submission through a secure and traceable
online form. All self-attestation documentation must be signed (or electronically verified), dated, and
retained in the participant file. Self-attestation cannot be used to document the basic skills deficient
eligibility criterion. This data element must be verified using a valid, standardized assessment tool approved
by the program.

The following WIOA Youth eligibility data elements may be documented through self-attestation
e School status at program entry

e Date of birth

e Individual with a disability

e Pregnant or parenting youth

e Youth who requires additional assistance to complete education or secure employment

e Foster care status

e Offender status

e Low-income status

e English language learner status.


https://youth.workforcegps.org/resources/2021/03/09/14/03/Directions-forDetermining-High-Poverty-Areas-for-the-WIOA-Youth-Formula-Program
https://youth.workforcegps.org/resources/2021/03/09/14/03/Directions-forDetermining-High-Poverty-Areas-for-the-WIOA-Youth-Formula-Program
https://www.census.gov/data/developers/data-sets/acs-5year.html

While official documentation is preferred when reasonably available, SWB recognizes that self-attestation is
often necessary to reduce barriers for underserved youth. As a best practice, SWB encourages programs to
assist participants in obtaining formal documentation after enrollment—particularly for documents needed
for employment, credentialing, or training—using supportive service funds when appropriate.

For the approved self-attestation template, see Attachment: Self-Attestation Form.

F. Program Enroliment & Process
Every individual receiving services as a WIOA youth must meet ISY or OSY eligibility criteria and be formally
enrolled in the program. The following individuals are not participants
e Individuals who only use the self-service system.
¢ Individuals who receive information-only services or activities, which provide readily available
information that does not require an assessment by a staff member of the individual’s skills,
education or career objectives.
Participant
An individual is considered a participant in the WIOA Title | Youth Program once they have completed all
applicable enrollment requirements. These include a formal eligibility determination, an objective
assessment, the development of an Individual Service Strategy (ISS), and participation in at least one of the
14 required WIOA Youth program elements. At that point, the individual becomes a reportable participant
in performance outcomes.

It is important to note that all program elements—except follow-up services—trigger participation once the
eligibility, assessment, and ISS steps are completed. For detailed guidance on eligibility documentation and
data validation procedures, please refer to the Southern Workforce Board Data Validation Policy and
Workforce System Directive (WSD) #03-2024.

Eligibility Verification Process

Program staff are responsible for determining and verifying WIOA Youth eligibility in accordance with federal
law, including WIOA Section 129, 20 CFR Part 681, and applicable state guidance. This includes reviewing all
relevant eligibility criteria—such as age, school status, income (when required), and qualifying barriers to
employment—and collecting appropriate documentation as outlined in WSD 03-2024, Attachment II. Staff
must use allowable verification methods, including self-attestation where permitted, and ensure that all
required documents are collected and retained. Once eligibility is confirmed, staff must accurately record the
participant’s eligibility determination and upload all supporting documentation into the participant’s file, in
compliance with SWB’s data validation procedures. All eligibility determinations must be traceable,
supportable, and available for monitoring or audit review.

The following documentation and verification guidelines apply:

e Social Security Number (SSN): Must be requested for reporting purposes but cannot be required as a
condition of eligibility.

e Self-Attestation: Acceptable for most eligibility criteria when official documents are not reasonably
accessible. Documentation must be signed, dated, and retained.



e Work Authorization: Verification of work authorization is not required at the point of eligibility.
However, it must be documented before providing services that require legal employment, such as job
placement, paid or unpaid work experience, or training tied to employment

e Services That May be Provided without Verifying Work Authorization

o Labor market exploration, career guidance, and resume or job assistance

o Referrals to supportive services such as food, housing, childcare, or transportation

o Individualized services, such as career assessments, development of individual employment
plan, group counseling, and career planning.

o Basic skills education

o Assistance in applying for occupational license

e Services That Require Work Authorization Verification

o Job placement activities

o Occupational skills training or credential-based education tied to employment

o Paid or unpaid work experience

o Supportive services that result in direct financial benefit to the participant (stipends, tuition,
uniforms, tools)

Required Program Elements

Youth participants enrolled in the Southern Workforce Board (SWB) WIOA Title | Youth Program must
receive at least one of the required program elements, as determined by their objective assessment and
documented Individual Service Strategy (ISS). The following section provides descriptions of the 14 required
WIOA youth program elements, which must be made accessible and available to all eligible youth, either
directly by the WIOA youth service provider or through coordination with partner organizations. These
elements ensure that services are responsive to the individual needs, goals, and barriers identified for each
participant.

Program Element 1: Tutoring, Study Skills Training and Instruction

This element focuses on academic support to help youth improve education performance and attain

secondary school credentials.

May Include:

e One-on-one or group tutoring

e Homework help

Remedial education

High School Equivalency

Does not include:

e Dropout recovery strategies that lead to completion of high school equivalency. Those are included in
program element 2.

e Training services leading to postsecondary credential. Those are included in program element 4.

Program Element 2: Alternative Secondary School Services:
Designed for youth who have struggled in traditional school settings or have dropped out entirely.

May include:
e Alternative high school diploma programs



e Dropout re-engagement programs
e Online or hybrid credit recovery
e Dual enrollment opportunities

Dropout recovery services—such as credit recovery, counseling, and educational plan development—are
designed to assist youth who have dropped out of school. While activities within different types of services
may overlap, each is delivered with the primary goal of helping youth re-engage in education and persist
through completion of a recognized high school diploma or equivalency.

Program Element 3: Paid and Unpaid Work Experience (WEX):
Provides youth with structured workplace exposure, helping them develop essential job skills. A minimum
of 20% of youth funds must be spent on this element.

May include:

e Internship

e Job shadowing

e Pre-apprenticeships

e Summer or year-round employment
e On-the-Job training (OJT)

WEX is a planned, structured learning activity that takes place in a workplace for a limited period of time
and is designed to provide youth with meaningful exposure to real world work environments. This element
helps youth acquire the skills, knowledge, and work habits necessary for successful employment and career
exploration.

WEX may be paid or unpaid, and may occur in private for-profit, nonprofit, or public sector workplaces.
Labor standards, including those outlined in the Fair Labor Standards Act (FLSA) and relevant state labor
laws, apply whenever an employer/employee relationship exists. Under no circumstances may WIOA funds
be used to fill positions that are vacant due to a labor dispute (e.g., strike, lockout) or in any way related to
an ongoing labor dispute.

Key Requirements for WEX:
e Youth must have completed eligibility, an objective assessment, and an Individual Service Strategy
(ISS) prior to placement.

e Each WEX must include an academic and/or occupational education component that may occur:
o Concurrently or sequentially with the WEX
o On-site or off-site (in a classroom, online, or through a third-party provider);
o Delivered by the employer, a service provider, or an educational partner;
o Contextualized to the specific industry or job function when possible.

SWB and its service providers have the flexibility to determine the appropriate type and format of
educational content necessary to support the WEX.

Virtual WEX



According to TEGL 9-22, virtual or remote work experience is allowable under WIOA when appropriate. A
virtual WEX must still meet the same structure, learning goals, supervision, and documentation
requirements as in-person experiences.

WEX Expenditure Requirement

WIOA requires that a minimum of 20% of local area youth formula funds (excluding administrative costs)
be spent on WEX-related activities. This requirement applies to actual program expenditures, not just
wages or stipends paid to youth.

Allowable WEX Expenditures Include:

e \Wages or stipends paid to participant

e Staff time spent identifying, developing, or managing WEX placements

e Employer and participant orientation sessions

e Staff time spent evaluating WEX

¢ Incentive payments tied to successful completion of WEX goals

e Employability or job readiness training directly connected to WEX

e Academic or occupation classroom education associated with WEX

e Supportive services that directly enable participation in WEX (e.g., transportation, work clothes, tools)

Important Note on Supportive Services: While TEGL 21-16 originally stated that supportive services could
not count toward the WEX expenditure requirement, TEGL 9-22 clarified that supportive services used
specifically to support participation in a WEX may be counted toward the 20% minimum.

This element is a critical component of the SWB youth program, providing hands-on experience and helping
youth build the competencies needed to achieve their career and educational goals. All WEX activities must
be aligned with the participant’s ISS, include documented learning objectives, and be monitored for
progress and outcomes.

Program Element 4: Occupational Skills Training:

Occupational Skills Training is an organized program of study designed to provide youth with specific
technical or vocational skills that lead to proficiency in performing actual tasks and functions required by
particular occupational fields. These programs are targeted to support employment in entry-level,
intermediate, or advanced positions and must align with the participant’s individual goals as outlined in the
Individual Service Strategy (ISS).

May include:

Short-term credential programs

Career Tech training
e Pre-apprenticeship and apprenticeship programs
Industry-recognized certificate training.

Local areas, including the Southern Workforce Board (SWB), must prioritize training opportunities that
result in recognized postsecondary credentials and are aligned with in-demand industry sectors or
occupations within the region, based on labor market data.



To be considered allowable under the WIOA Title | Youth Program, occupational skills training must:

e Be outcome oriented and clearly linked to occupational the occupational goal identified in the youth'’s
ISS

e Be sufficient duration to ensure meaningful skill development that supports employment or
advancement;

e Lead to the attainment of a recognized postsecondary credential, such as a license, certification, or
academic degree.

Use of Individual Training Accounts (ITA)

WIOA allows Out-of-School Youth (OSY) ages 16 to 24 to access Individual Training Accounts (ITAs) using
WIOA youth funds, when appropriate and aligned with their career plan. An ITA gives eligible youth the
opportunity to select a training provider that best meets their career and educational goals.

To be eligible to receive WIOA youth funds through an ITA, the training provider must be listed on the
Oklahoma State Eligible Training Provider List (ETPL) and meet all applicable performance and reporting
requirements.

WIOA does not permit the use of youth program funds for ITAs for In-School Youth (ISY). However, ISY
between the ages of 18 and 21 may be co-enrolled in the WIOA Adult Program, provided they meet
eligibility requirements and dual enrollment is determined to best serve the participant’s needs. Once co-
enrolled, training services for the ISY may be provided through an ITA using Adult program funds.

Element 5: Education Concurrent with Workforce Preparation Activities and Training

This program element reflects an Integrated Education and Training (IET) approach that combines workforce
preparation, basic academic instruction, and occupational skills training delivered concurrently, not
sequentially. The goal is to equip youth with both the educational foundation and the hands-on experience
needed to successfully transition into employment or postsecondary education within a specific occupation,
industry cluster, or career pathway. Education and training under this element must be delivered within the
same time frame and must be intentionally coordinated to support a unified learning experience.

Element 5 refers to the concurrent delivery of components commonly found in other youth program
elements, including:

e Alternative Secondary School or Dropout Recovery Services (Element 2)

e Work Experience (Element 3)

e Occupational Skills Training (Element 4)

When these elements are offered as part of a cohesive, integrated model, and not as standalone services,
they may be recorded under Element 5. This structure supports youth in building academic knowledge,
developing career-specific skills, and gaining real-world work readiness, all at the same time.

Local programs under SWB are encouraged to design IET models in collaboration with educational
institutions, training providers, and employers to ensure alignment with in-demand industry needs and to
provide meaningful pathways to credentials and employment.



Element 6: Leadership Development Opportunities

Leadership Development Opportunities are designed to foster positive social behaviors, personal
responsibility, confidence, and work-readiness skills in youth participants. These experiences promote self-
determination and help youth develop the competencies necessary to become productive, engaged
members of their communities and future workplaces.

Under the Southern Workforce Board (SWB) WIOA Youth Program, leadership development activities may
include, but are not limited to:
e Exposure to postsecondary education opportunities and environments
e Participation in community service and service-learning projects
e Engagement in peer centered activities, such as peer mentoring or tutoring
e Teamwork and organizational training, including leadership roles in group projects
e Decision making and problem-solving instruction, such as setting goals and managing priorities
e (Citizenship training, including life skills workshops on topics such as parenting, financial literacy, and
workplace behavior
e Civic engagement activities that contribute to community improvement and foster social
responsibility.
e Opportunities to serve in youth advisory roles or take part in planning and feedback activities
related to youth programs.

Leadership development is an essential element in helping youth build the confidence, communication
skills, and professionalism needed to succeed in education, training, and the workforce.

Program Element 7: Supportive Services
Services that enable youth to participate in program activities and overcome personal or economic barriers

May include but are not limited to:

e Linkages to community services

e Assistance with transportation

e Assistance with childcare and dependent care

e Assistance with housing

e Needs related payments for (youth 18-24 enrolled in WIOA youth training services)

e Assistance with educational testing

e Reasonable accommodations for youth with disabilities

e Legal aid services

e Referrals to health care

e Assistance with uniforms or other appropriate work attire and work-related tools; including eyeglasses
and protective eye gear.

e Assistance with books, fees, school supplies, and other necessary items for students enrolled in
postsecondary education classes; and

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



Program Element 8: Adult Mentoring:

Adult Mentoring is a required program element that provides youth participants with sustained, supportive
relationships with caring adults who offer guidance, encouragement, and reinforcement of positive
behaviors. The mentoring relationship is intended to help youth develop the skills, confidence, and
character necessary to achieve personal, educational, and career goals.

Under the Southern Workforce Board (SWB) WIOA Youth Program, adult mentoring must:

e Be provided for a minimum of 12 months, which may include time both during program participation
and after program exit;

e Involve a formal, structured relationship between youth and an adult mentor, with regularly scheduled
interactions

¢ Include face-to-face engagement whenever possible, though virtual or hybrid formats may be used
when in-person mentoring is not feasible;

e Be designed to support the youth development through goal setting, problem-solving and role
modeling.

Mentoring may also occur in the workplace setting, where youth are matched with an employer or
employee who provides ongoing coaching and support. In areas where qualified adult mentors are limited
or unavailable, the youth’s assigned case manager may serve as a mentor, provided the mentoring
relationship is clearly defined, intentional, and documented as such in the youth’s Individual Service
Strategy (ISS).

All mentoring arrangements should be monitored for consistency, quality, and alignment with the
participant’s developmental and career goals.

Program Element 9: Follow-up services:

Follow-up services are a required component of the WIOA Youth Program and are intended to support
participants after they exit the program, ensuring they remain on track in employment, education, or
training. These services are critical to helping youth sustain their progress and address any challenges that
may arise as they transition to the next phase of their career or educational journey.

Follow-up services may include regular contact with the youth and, when appropriate, communication with
the youth’s employer to assist in resolving work-related issues or providing ongoing support.

Follow-up services may begin immediately after the participant’s last planned service, as documented in
their Individual Service Strategy (ISS), when no additional services are scheduled. These services do not
extend or reset the program exit date and do not require re-enrollment into the WIOA Youth program.

All youth participants must be offered follow-up services for a minimum of 12 months after program exit,
and the types and intensity of services should be tailored to each youth’s individual needs and goals.

Five program elements are permitted as follow-up services during the follow-up period:
e Supportive services
e Adult mentoring



e Financial Literacy Education

e Services that provide labor market and employment information about in-demand industry sectors or
occupations available in the local area, such as career awareness, career counseling, and career
exploration services; and

e Activities that help youth prepare for and transition to postsecondary education and training.

Any other program element other than the 5 listed above require reenroliment in the program for a
youth to receive them.

Follow-up services must be offered to all youth participants for a minimum of 12 months following program
exit, unless the participant declines to receive follow-up services or cannot be located or contacted despite
documented attempts. These services must align with each youth’s Individual Service Strategy (ISS) and be
tailored to their individual needs, goals, and circumstances. As such, the type, duration, and intensity of
follow-up services may vary from one participant to another.

Follow-up services must go beyond simply making contact to obtain documentation for performance
reporting purposes. They are intended to offer meaningful support—such as guidance with employment
retention, career advancement, or continued education—and may include employer contact when
appropriate to assist with resolving workplace issues.

At the time of enrollment, youth must be informed that follow-up services will be provided after program
exit. If, at any time during participation or during the 12-month follow-up period, a youth chooses to opt
out of these services, they may do so. Programs must also have a defined process for documenting cases
where a participant is unresponsive or cannot be located despite multiple contact attempts.

Proper documentation of all follow-up efforts and services is required, and case notes must clearly reflect
the nature of the follow-up provided, any outcomes, and any participant decisions to opt in or out of follow-
up engagement.

Program Element 10: Comprehensive Guidance and Counseling:

Comprehensive Guidance and Counseling is a required WIOA youth program element that provides
individualized support to help participants address personal, academic, and career-related challenges that
may impact their success in education, training, or employment. Under the Southern Workforce Board
(SWB) Youth Program, this element may include mental health counseling, substance abuse counseling, and
referrals to appropriate partner programs or licensed professionals, based on the youth’s needs.

When a youth’s needs exceed the capacity of the local youth program or service provider, a referral must be
made to an appropriate partner organization. In such cases, SWB and its providers are responsible for
coordinating with the referral agency to ensure continuity of care and support. However, if qualified
professionals or resources exist within the program or provider network, it is allowable to deliver counseling
services directly to the participant, rather than through external referral.

The State encourages programs to incorporate mental health screening as part of the objective assessment
process in order to proactively identify behavioral health needs and support early intervention. Addressing



these issues through appropriate counseling and/or referrals is essential to helping youth remain engaged
and successful in the program.

In addition, the State recommends that local workforce development boards offer ongoing professional
development to youth-serving staff. Training should include topics such as mental health first aid, trauma-
informed care principles, and strategies for supporting youth experiencing substance abuse, grief, anxiety,
or other behavioral health challenges.

Clarifications per TEGL 9-22

e Case management, which refers to connecting youth to appropriate services, is not considered a
standalone program element

e Career counseling, such as resume writing, interview preparation, or discussion about the benefits of
postsecondary education, should be reported under Element 13: Services that provide Labor Market
Information, not under comprehensive guidance and counseling.

SWB recognizes the increasing mental health and behavioral challenges facing youth and is committed to
ensuring that all participants receive responsive, trauma-informed support through this element when
appropriate.

Program Element 11: Financial Literacy Education

Financial Literacy Education is a required component of the WIOA Youth Program that equips youth
participants with the knowledge and skills needed to make informed, responsible decisions about managing
money and planning for financial stability. The goal of this element is to help youth develop lifelong financial
habits that support self-sufficiency and economic independence.

SWB encourages providers to utilize high-quality, evidence-based resources, including the Consumer
Financial Protection Bureau’s (CFPB) “Your Money, Your Goals” toolkit, a federally sponsored financial
empowerment resource. This toolkit provides frontline staff with financial education strategies, tools, and
guidance to support participants in understanding key financial concepts and accessing local financial
empowerment services.

e Access the toolkit here: www.consumerfinance.gov/your-money-your-goals

e Video resources available: Financial Literacy Education Tool

Financial Literacy Education May Include:

e Helping participants create personal budgets, open checking and savings accounts, and make informed
decisions.

e Teaching effective strategies for managing spending, credit, and debit, including student loans, credit
cards and consumer credit

e Educating youth about credit reports and credit scores how to identify and correct errors, and how to
maintain and improve credit.

e Building skills to understand and evaluate financial products and services, compare options, and avoid
predatory lending.

e Teaching participants how to protect themselves against identity theft, understand their rights, and
resolve fraud-related issues.


http://www.consumerfinance.gov/your-money-your-goals

e Addressing the unique financial literacy needs of:
o Non-English speakers, through multilingual material and support
o Youth with disabilities, by connecting them to benefits planning and work incentives counseling.
e Delivering age appropriate, practical financial education with opportunities for youth to apply their
learning such as through simulated banking tools or access to safe and affordable financial products.
e Using customized, relevant, and timely strategies that build the knowledge, skills, and confidence
needed for long term financial health.
Financial literacy education should be tailored to each youth’s age, development level, and personal
circumstances and integrated with other program components to reinforce learning and promote applied
practice.

Program Element 12: Entrepreneurial Skills Training

Entrepreneurial Skills Training introduces youth participants to the fundamentals of business ownership and
helps them develop the skills necessary to start and manage a small business or apply entrepreneurial
thinking in the workplace. This element supports creativity, innovation, and self-sufficiency by encouraging
youth to explore business development as a viable career pathway.

Entrepreneurial skills training must help participants build core competencies such as:
e Taking initiative and demonstrating self-direction

e |dentifying and evaluating business opportunities

e Developing budgets and forecasting resource needs

e Understanding different sources of capital and the risk and benefits of each

e Communicating effectively and marketing themselves and their ideas

Approaches to Delivering Entrepreneurial Skills Training May Include:

e Entrepreneurship Education: Instruction that introduces the values, steps, and challenges of starting and
operating a business. Programs often include the development of a basic business plan and may involve
business start-up simulations or case studies.

e Enterprise Development: Services that provide deeper, hands-on support to help youth create and
launch their own business ideas. This may include access to small seed grants or loans, mentorship,
business incubation, and one-on-one technical assistance.

e Experiential Learning Opportunities: Hands-on experiences that allow youth to manage real or
simulated businesses, participate in youth-run enterprises, or work with local entrepreneurs through
internships, job shadowing, or apprenticeships.

Entrepreneurial training may be delivered in a classroom setting, through virtual platforms, or via
partnerships with local economic development agencies, small business centers, CareerTech programs, or
chambers of commerce. These opportunities should be developmentally appropriate and aligned with the
youth’s Individual Service Strategy (ISS) and career goals.



Program Element 13: Labor Market and Employment Information

This program element ensures that youth have access to current labor market and employment information
related to in-demand industry sectors and occupations in the local area and beyond. The goal is to help
youth make informed career decisions by increasing awareness of job opportunities, required skills and
credentials, wages, and employment trends.

Services under this element may include:

e Career awareness and exploration activities

e Career counseling and guidance aligned to local workforce needs

¢ Information on education and training pathways linked to high-growth occupations

SWB and its youth service providers are expected to use state and federal labor market information (LMI)
tools to deliver relevant and accurate data. Staff should be familiar with key resources and integrate them
into program activities, including workshops, career planning sessions, and Individual Service Strategy (ISS)
development.

Recommended LMI Resources for Youth and Providers:

e My Next Move: A user-friendly tool from the U.S. Department of Labor that helps youth explore careers
based on interests, skills, and goals.

e Get My Future: A mobile-optimized DOL platform specifically designed for young adults to explore
careers, education, training, and job search tools.

e OKCareerGuide: A comprehensive, Oklahoma-based career planning system that offers youth
personalized interest, skills, and values assessments, and matches them with career and education
pathways.

Providers should incorporate labor market information into career readiness workshops, ISS development,
and one-on-one career counseling to ensure youth are empowered with up-to-date insights and equipped
to make confident, informed choices about their future career paths.

Program Element 14: Activities to Prepare for Post-Secondary Education

Postsecondary preparation and transition services are designed to help youth successfully move from high
school completion to postsecondary education, vocational training, or advanced career pathways. These
services support both In-School Youth (ISY) and Out-of-School Youth (OSY) who are seeking to continue their
education or obtain industry-recognized credentials after earning a high school diploma or equivalent.

This element includes individualized support and structured activities that prepare youth to navigate the
postsecondary education system and access financial aid resources. It also promotes awareness of various
educational pathways, including:

e Technical training programs

e Community colleges

e Four-year colleges and universities

e Registered Apprenticeship program


https://www.mynextmove.org/
https://www.careeronestop.org/GetMyFuture/
https://okcareerguide.kuder.com/landing-page

Postsecondary preparation services may include:

e Assisting youth with preparation for standardized entrance exams such as the SAT or ACT

e Helping with college admissions applications and tracking deadlines

e Supporting the search for scholarships and grants

e Providing assistance in completing the Free Application for Federal Student Aid (FAFSA) and keeping up
with current financial aid guidelines

e Connecting youth to online and in-person resources, such as OKcollegestart.org, to explore inclusive
postsecondary options and develop individualized college and training plans

Youth service providers under SWB are encouraged to coordinate with local school districts, CareerTech
centers, and higher education institutions to create meaningful transition pathways and ensure youth are
equipped with the knowledge and tools to succeed in postsecondary environments. For additional guidance
on WIOA Youth Program Elements, providers may consult the U.S. Department of Labor’s WorkforceGPS
resource.

Service Documentation and Program Element Reporting Guidance

Accurate documentation and reporting of program elements are critical to ensuring WIOA youth
participants remain actively engaged in services and receive the support needed to achieve their goals.
Proper tracking also ensures participants are not exited prematurely due to administrative oversight or
misreporting.

To support consistent and compliant service delivery across the Southern Workforce Board (SWB) region,
the following guidelines must be followed:

e Case Management Contact Alone Does Not Constitute a Program Service: Routine contact with a
participant for case management purposes—such as checking in or providing guidance—does not count
as a WIOA program element. While case management is essential, it will not prevent a participant from
being exited from the program unless they are also receiving a reportable program service.

e Case Management Is Not a Program Element: Case management refers to the act of connecting youth to
appropriate services or supports. It is a vital support function but is not one of the 14 WIOA youth
program elements and should not be reported as such on the Service and Training Plan.

e Re-Enrollment of Exited Participants: If a participant has exited the program and later seeks to return for
additional services, a new eligibility determination must be conducted, and the participant must be
formally re-enrolled in the WIOA Youth Program before receiving any further program elements.

e Revising the Individual Service Strategy (ISS): If a participant completes their ISS goals and enters follow-
up, but later identifies a need for additional services beyond what is allowable in follow-up, the ISS may
be revised in collaboration with the participant. This revision allows the program to reintroduce
appropriate program elements and continue services as needed to support the youth’s success.

By following these documentation and reporting practices, SWB and its service providers can ensure
program integrity, accurate data reporting, and uninterrupted service delivery for all WIOA youth
participants.


https://okcollegestart.org/

Supportive Services and Program Benefits

SWB is committed to ensuring that WIOA youth participants have access to the supportive services
necessary to overcome barriers and fully engage in education, training, and career development activities.
These services are designed to help youth remain active in the program, achieve key milestones, and
successfully transition into employment or postsecondary education.

It is important to distinguish between supportive services, stipends, and incentives—each has a unique
purpose, set of conditions, and reporting requirements. Stipends and incentives are considered program
benefits, but they are not counted as separate program elements under WIOA and must be reported and
documented accurately.

Stipends

Stipends are payments provided to youth participants when there is no employer-employee relationship,
often as financial support for participation in structured program activities. These may include occupational
skills training, classroom-based learning, high school equivalency (HSE/GED) preparation, work readiness
training, and other employability skill-building activities.

SWB allows flexibility in how stipends are structured and issued; however, a written local policy must guide
stipend eligibility, payment schedules, verification processes, and documentation procedures. This ensures
consistency and alignment with federal regulations.

Examples of Allowable Stipend Types

e Flat-rate weekly or monthly financial support

e Reimbursement for necessary cost (e.g., transportation, childcare, housing-related assistance, or needs-
related payments)

Common Stipend Conditions:

e Youth must be actively enrolled in full-time educational or training programs

e Youth must participate in unpaid work experiences or internships (when wages are appropriate)

SWB Stipend Procedures:

e Stipends will be issued on a predetermined schedule

e Attendance and participation must be verified prior to payment

e All stipend disbursements must be clearly documented and stored in participants file, including
evidence of eligibility, participation, and approval

Incentives

Incentives are allowable payments provided to youth for achievement and recognition of significant
milestones that are directly tied to their training goals, educational progress, or participation in work
experiences. All incentives must comply with 20 CFR § 681.640 and the federal cost principles outlined in 2
CFR Part 200.

Requirements for Incentive Payments:

Incentives must be:

e Necessary and reasonable, supporting the youth’s success in program goals
e Allocable to the WIOA Youth program and tracked accurately



e Applied consistently to all eligible participants under similar circumstances
e Adequately documented to support allowability and compliance with 2 CFR § 200.403

Incentives may not include entertainment-related costs, such as movie or sports tickets, or gift cards to
venues whose primary purpose is entertainment. Gift cards are considered cash equivalents and must be
handled with strong internal controls and accountability procedures.

Examples of Allowable Incentive Activities:

e Earning a high school diploma or HSE

e Completing a recognized occupational skills training program
e Achieving employment or completing a work experience

SWB Incentive Procedures:

e Incentives are issued only after verified achievement

e All incentive awards must be supported by documented evidence in the participant’s case file

e Incentives must be tracked, reviewed, and disbursed following SWB'’s internal controls and fiscal
accountability procedures

Oversight and Monitoring:

e SWB and its service provider must follow SWB'’s Youth Incentive Policy that outlines conditions for
allowable incentive payments, documentation requirements, internal controls, and fiscal safeguards.

e SWB will ensure that all incentive-related expenditures and processes adhere to the SWB Youth
Incentive Policy, including alignment with allowable cost principles and consistent application across
participants.

e Regular monitoring and fiscal reviews will be conducted to ensure compliance with federal regulations
and SWB'’s internal policies.

Program Delivery

WIOA emphasizes the delivery of customer-focused, individualized services based on each youth
participant’s unique strengths, needs, and goals. This process begins with a comprehensive objective
assessment and the creation of an ISS. These tools form the foundation of a youth’s journey through the
SWB WIOA Youth Program, ensuring that services are intentional, coordinated, and aligned with federal
regulations under 20 CFR Part 681.

Youth must be actively involved in both the assessment and ISS development process. This participatory
approach ensures that the youth voice is represented and that services are responsive to their aspirations
and challenges.

Objective Assessments

As required by WIOA Section 129(c)(1)(A), all youth participants must undergo an objective assessment to
evaluate their academic and occupational skill levels, service needs, strengths, and career readiness. This
assessment helps identify appropriate services and career pathways and must be completed prior to



providing individualized services. Assessments must be valid and reliable, and reasonable accommodations
must be provided for youth with disabilities.

In accordance with TEGL 9-22, assessments conducted within the previous six months may be used if
deemed appropriate and relevant. Results must be integrated into the ISS and used to guide service
planning.

The following areas must be reviewed as part of the objective assessment:

Basic Skills: Evaluate the participant’s literacy and numeracy levels, including reading, writing, and math.
A standardized assessment tool must be used. Results help determine whether the youth is basic skills
deficient and identify appropriate academic support services.

Occupational Skills: Identify any technical competencies the youth has acquired through previous
training, education, or work experience. This may include a review of certifications, industry-recognized
credentials, or applied skills relevant to career interests.

Prior Work Experience: Document the youth’s work history, including any part-time jobs, internships,
volunteer experiences, or informal work. This provides context for employability and may highlight
transferable skills or existing barriers to employment.

Employability: Assess the youth’s job readiness, including soft skills such as communication, reliability,
time management, teamwork, and problem-solving. This also includes evaluating the youth’s
preparedness for the job search process, such as resume development and interview readiness.

Interest and Aptitudes: Explore the youth’s career goals, interests, and natural abilities through interest
inventories or vocational assessments. Resources such as the O*NET Interest Profiler and
OKCareerGuide may be used to align goals with in-demand careers and to establish both short- and
long-term objectives.

Supportive Service Needs: |dentify any barriers that may interfere with program participation or
employment success. These may include transportation, housing instability, childcare, food insecurity, or
health-related concerns. Supportive service needs should be clearly documented and addressed
through referrals or program-based solutions.

Developmental Needs: Review the youth’s overall developmental stage, including academic, social,
emotional, or physical needs that may affect program success. This assessment should inform referrals
to supportive services, accommodations, or individualized learning strategies.

Assessment Practices

All findings from the objective assessment must be documented in the participant’s case file and
reflected in the Individual Service Strategy (ISS).

The assessment must highlight both areas of need and youth strengths, supporting a balanced approach
to service planning.

Assessments should be updated as necessary to reflect the youth’s progress and evolving needs.



By conducting comprehensive, strength-based assessments and linking results to an individualized, well-
documented ISS, SWB ensures each youth participant receives services that are meaningful, goal-driven,
and compliant with WIOA expectations.

Individual Service Strategy (ISS)

The Individual Service Strategy (ISS) is a required component of the WIOA Youth Program and serves as a
personalized, living document that outlines each participant’s educational, career, and personal
development goals, along with the services and activities necessary to achieve them. The ISS is developed in
partnership with the youth following the objective assessment and must reflect a clear strategy to address
both identified needs and individual strengths, while promoting youth leadership and ownership of their
own progress.

In accordance with WIOA Section 129(c)(1)(B) and 20 CFR § 681.420, the ISS must:

e Be directly linked to the results of the youth’s objective assessments

e |dentify career pathways that include appropriate education and employment goals;

e Include planned services and activities that align with the 14 WIOA youth program elements;

e Address the youth’s needs for supportive services or other assistance that may impact participation;

e Be updated regularly to reflect the participant’s progress, changing goals, or any revised service plans.

Participant Engagement and Planning

The ISS must be developed in full collaboration with the youth, ensuring that the participant's voice,
interests, and aspirations are represented in the service plan. Youth are encouraged to take an active role in
defining their short- and long-term goals, selecting relevant services, and shaping their overall development
plan.

The ISS should include a mix of education, training, work experience, leadership, and support services
tailored to the youth’s age, circumstances, and career interests. The plan must be updated whenever there
are changes to services, goals, or progress, and at minimum during quarterly reviews.

Use of the ISS in the State Data System

In Oklahoma'’s state data system, the ISS consists of structured entries for each goal or service area. Within
this system, the "Action" field defines what the youth is working toward (e.g., obtain GED, complete
internship, improve interview skills) and the "Steps" field outlines how the youth will achieve that action,
specifying services, support, partner referrals, or milestones to be met. This structure ensures traceability
between the youth’s assessment, planned services, and eventual outcomes.

Program Duration and Timely Completion of Services

To ensure efficient use of resources and promote timely progress, the service provider must ensure that
each youth participant is able to complete all planned services and activities within five years of their official
date of enrollment.

Extensions beyond the five-year period may be granted on a case-by-case basis if the participant
demonstrates an ongoing need for services. Any such extension must be documented and approved by the
Service Provider Director, in coordination with SWB Executive Director.



This policy supports long-term engagement while maintaining accountability and fiscal responsibility.

Coordination and Follow-up

The ISS must reflect ongoing coordination between the case manager, the youth, service providers, and any
partners providing WIOA elements. If a youth exits the program but later returns requesting additional
services, the ISS must be reviewed and revised accordingly. Follow-up services are not required to be
documented in the ISS unless new program elements are added post-exit.

All changes to the ISS must be documented in the participant's case file and updated in the data system to
ensure alignment with service delivery and compliance with data validation policies.

Performance Accountability

The Southern Workforce Board (SWB) is committed to delivering high-quality WIOA Youth services that
produce measurable outcomes aligned with both state and federal performance standards. Performance
accountability under the WIOA Youth Program is governed by WIOA Section 116, 20 CFR Part 677 (Unified
Performance Accountability System), and related guidance from the U.S. Department of Labor and OESC

All youth service providers operating under SWB are responsible for implementing performance-driven
services, ensuring regulatory compliance, and contributing to measurable participant outcomes.

Youth Performance Indicators

Youth become part of the WIOA performance accountability system once they have been determined
eligible, completed an objective assessment, received an Individual Service Strategy (ISS), and participated
in at least one program element (excluding follow-up services).

The following six primary indicators apply to all WIOA Youth participants:

1. Placement in Employment, Education, or Training — Quarter 2 After Exit: The percentage of youth in
postsecondary education, advanced training, military service, or unsubsidized employment during
the second quarter after exit.

2. Placement in Employment, Education, or Training — Quarter 4 After Exit: The percentage of youth in
education, training, or employment in the fourth quarter following program exit.

3. Median Earnings — Quarter 2 After Exit: The median earnings of youth participants in unsubsidized
employment during the second quarter post-exit.

4. Credential Attainment Rate: The percentage of participants who earn a recognized postsecondary
credential, high school diploma, or equivalent by program exit or within one year after exit. For
secondary credential earners, a positive outcome also requires placement in education, training, or
employment.

5. Measurable Skill Gains (MSG): The percentage of participants who demonstrate interim progress
toward a credential or employment during program participation. This includes educational
functioning level increases, transcript or report card benchmarks, or completion of training
milestones.

6. Effectiveness in Serving Employers: This shared indicator evaluates the extent to which youth
services meet the needs of employers, as defined by the State of Oklahoma in coordination with
DOL.



Expenditure Requirements

In addition to outcome performance, SWB must also meet specific expenditure thresholds as required by

WIOA and enforced through 20 CFR Part 681:

e 75% OSY Expenditure Requirement: Local areas must spend at least 75% of WIOA Youth formula funds
on services for Out-of-School Youth (OSY). This priority ensures resources are directed toward youth
who face the greatest barriers to education and employment. (Ref: 20 CFR § 681.410)

e 20% Work Experience (WEX) Expenditure Requirement
Local areas must spend at least 20% of program funds (excluding administrative costs) on Work
Experience (WEX) activities, including paid and unpaid work opportunities that include academic and
occupational components. (Ref: 20 CFR § 681.590) Allowable WEX expenditures include wages/stipends,
staff time for development and supervision, supportive services that enable participation, and work
readiness activities directly linked to WEX.

Provider Responsibilities

Youth service providers under SWB are responsible for:

o Delivering services aligned with each participant’s ISS and designed to support measurable outcomes
e Accurately documenting participation, progress, and outcomes in the state data system

e Ensuring proper tracking of WEX-related expenditures and service time

e Supporting post-exit outcomes through effective follow-up services

e Complying with performance data collection and submission requirements

All performance data must be complete, accurate, and verifiable to ensure integrity in reporting and
funding compliance.

Program Exit and Follow-up

A youth is considered exited from the program after 90 days without scheduled services (excluding follow-
up), with no future services planned. Exit triggers the start of performance tracking for quarters two and
four. Providers must continue to engage and support youth through 12 months of follow-up services, which
play a critical role in post-exit success and performance outcomes.

Compliance, Monitoring, and Continuous Improvement

The Southern Workforce Board (SWB) is committed to ensuring that all WIOA Youth Program activities and
expenditures are conducted in full compliance with federal regulations, state guidance, and local policy. To
achieve this, SWB and its service providers must engage in regular internal oversight and participate in
external monitoring activities coordinated by OESC

Service providers are required to:

e Maintain accurate and complete participant records, including eligibility documentation, service
delivery, ISS updates, and performance outcomes;

e Support all local, state, and federal monitoring visits, desk reviews, and data validation efforts;

¢ Respond promptly to any identified findings, concerns, or corrective action requirements;

e Implement internal quality assurance procedures to support continuous improvement of service
delivery.



Additionally, SWB will regularly submit reports on participant progress, performance outcomes, and
expenditure benchmarks to ensure transparency and accountability to state and federal oversight bodies.
These reports are critical for performance tracking, program evaluation, and compliance with reporting
requirements outlined in WIOA Section 116 and 20 CFR Part 677.

Through strong compliance and oversight practices, SWB ensures that youth services remain high-quality,
responsive, and aligned with the goals of the public workforce system.

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.

Attachments

e Frequent Eligibility Scenarios for the WIOA Youth Program
e Youth Individual Service Strategy (ISS)

e ISS for WIOA Youth Services

e Self-Attestation — WIOA Youth Eligibility

e Youth Eligibility Form



Frequent Eligibility Scenarios for the WIOA Youth Program

Scenario #1:

The youth in scenario #1 walks in an Oklahoma Works Center. The youth is 19 years old; a high

school dropout; and is not attending any school.

e Does the local WIOA youth program need to determine whether this youth is low- income in order to complete
an eligibility determination? No

e He meets the eligibility requirements as an out-of-school youth because he is not attending school, is between
the ages of 16 to 24, and his barrier is a high school dropout.

e For out-of-school youth, most of the barriers do not require the youth to be low-income and being a dropout is
one of the barriers that does not require the youth to be low-

e income.

Scenario #2:

The youth in scenario #2 walks in an Oklahoma Works Center at 16 years of age. She is enrolled

in her local high school, but she has not attended school for the past 6 months.

e Isshe eligible for the WIOA youth program? Yes

e Based on her school status she is considered an out-of-school youth.

e At 16 years old, she meets the OSY age range requirements of being between 16 to 24

e vyearsold.

e She falls under barrier 2 as a youth who is within the age of compulsory school

e attendance,

e but has not attended school for at least the most recent complete school year calendar

e quarter.

e |n addition, it is not necessary to check her low-income status because her barrier does not require the youth to
be low-income.

o If she had only missed school for one month, she would not have met the requirements for this barrier because
WIOA requires a youth to not attend school for the most recent complete school year calendar quarter.

Scenario #3:

The youth in scenario #3 is an 18-year-old senior at his local high school. He is an English language learner. English is

his second language. He is not eligible for free or reduced-price lunch, but he lives in a census tract with a poverty

rate of 28%.

e Is he eligible for the WIOA youth program? Yes

e Heis eligible for the program as an in-school youth.

e He qualifies as an in-school youth based on his age; his attendance in high school; his English language learner
barrier; and the fact that he lives in a high-poverty area.

e Asan in-school youth, he is required to be low-income, and while he is not eligible for free or reduced lunch, he
does meet the definition of low-income because he is a youth living in a high poverty area.

e Asdiscussed on page 10 of this policy and in 20 CFR § 681.260; a high poverty area includes a Census tract that
has a poverty rate of at least 25%.

Scenario #4:

The youth in scenario #4 is 19 years old and attends her local community college. She has a disability and no income
of her own. She resides in her parents’ house and their income is above the low-income threshold.

e Isshe eligible for the WIOA youth program? Yes

e She is eligible for the WIOA youth program as an in-school youth.

e She qualifies as an in-school youth based on several factors.



e At 19, sheis under the 21-year-old age limit. She is attending school at a postsecondary

e education institution, and she also has a barrier as an individual with a disability.

e Plus, she must also be low-income to be eligible as an in-school youth.

e However, a low-income determination is based on her own income rather than her

o family's income because she is a youth with a disability.

e 20 CFR § 681.280 states that for an ISY with a disability, income level for eligibility purposes is based on his/her
own income rather than his/her family’s income. For OSY with a disability, income is not an eligibility criterion.

Scenario #5:

The youth in scenario #5 is 24 years old and a high school graduate who has been involved with the justice system (an

offender). He is currently working at a fast-food establishment, but his income exceeds the Published HHS Poverty

Guidelines and the 70% LLSIL for a 1-person household, and he is not attending school.

e Is he eligible for the WIOA youth program? Yes

e Heis eligible to participate in the WIOA youth program as an out-of-school youth.

e He qualifies as an out-of-school youth based on his age; not attending any school; and

e because he has the barrier of being a youth in the justice system which is an offender.

e He does not need to be low-income because this is one of the out-of-school youth barriers that does not require
being low-income.

e He can also continue to participate in the WIOA youth program beyond his 25th

e birthday because age is based on the date that eligibility is determined.

Scenario #6:

The youth in scenario #6 is a 19-year-old former high school dropout who now attends a high

school equivalency program funded by the local school district.

e |s he considered attending school and an in-school youth or not attending school and therefore an out-of-school
youth?

e Heis considered attending school and an in-school youth as long as he meets the other in-school youth eligibility
criteria, which includes meeting the low-income requirement and 1 or more barriers.

e Asstated in 20 CFR § 681.230, for purposes of WIOA, providers of adult education under Title Il of WIOA,
YouthBuild programs, the Job Corps program, high school equivalency programs, and dropout re-engagement
programs are not considered to be schools for the purposes of determining school status.

e However, there is one exception. Youth attending high school equivalency (HSE) programs, including those
considered to be dropout re-engagement programs, funded by the public K-12 school system that are classified
by the school system as still enrolled in school are considered ISY.

Scenario #7:

The youth in scenario #7 is a 17-year-old high school graduate who plans to attend community college in the Fall

semester, but she has not registered for community college yet.

She visited an Oklahoma Works Center in late June and requested a summer internship.

e What s her school status?

e She is considered not attending school and an out-of-school youth because she was not

e enrolled or attending school at the time of her eligibility determination.

e Just because she has intentions or plans to attend community college does not impact

e her school status.

e If she were formally registered in community college at the time of her WIOA youth eligibility determination
(registered or attending community college credit-bearing courses) then she would be considered attending



school and an in-school youth. This is true even if she has not yet started community college but has registered
for it.

e One exception to this is if she was only taking non-credit bearing courses at the community college or registered
to take only non-credit bearing courses.

e |[f she is not taking any courses that result in postsecondary credit, then she is considered not attending school for
purposes of WIOA youth eligibility determination and therefore, an out-of-school youth.

Scenario #8:

The youth in scenario #8 is a 17-year-old senior at his local high school.

He attends a school where all students automatically qualify for free or reduced-price lunch. His family income

exceeds the threshold for qualifying individually for the lunch program, but he still receives reduced price lunch at

school because of the entire school’s status.

e Does his meet the low-income requirement for WIOA youth eligibility? No

o He does not meet the low-income requirements for WIOA youth eligibility.

e WIOA does allow in-school youth to be considered low-income for WIOA youth eligibility purposes if they receive
or are eligible to receive a free or reduced-price lunch under the Richard B. Russell National School Lunch Act.

e However, this provision does not apply to whole schools that provide free or reduced lunch to all attending
students under the Community Eligibility Provision of the Healthy, Hunger Free Kids Act.

e Inaccordance with TEGL 21-16, when a school does not use individual eligibility criteria to determine who is
eligible for free or reduced-price lunch, whole school receipt of free or reduced-price lunch cannot be used to
determine WIOA low-income status for ISY. In schools where the whole school automatically receives free or
reduced-price lunch, WIOA programs must base low-income status on an individual student’s eligibility to receive
free or reduced-price lunch or on meeting one of the other low-income categories under WIOA.

e Therefore, the 17-year-old senior in this scenario, and any other youth attending a school where the entire school
automatically receives free or reduced-price lunch must show that they would qualify for the lunch program
individually in order to be considered low-income.

e Or the 17-year-old senior in this scenario could meet low-income eligibility through one of the other low-income
criteria such as living in a high poverty area.

Scenario #9:

The youth in scenario #9 is 22 years old; a single mom; and low-income. She is attending

community college.

e Isshe eligible for the WIOA youth program? No

e She s not eligible for the WIOA youth program.

e Because she is attending college, she must meet in-school youth eligibility unless she were only taking non-credit
bearing community college classes.

e Since she is low-income and a parent, she meets the barrier and low-income requirements for in-school youth
eligibility.

e However, she is 22 years old, which exceeds the WIOA in-school youth age requirement

e of 14 to 21.

e If she were 21, she would be eligible for the WIOA youth program as an in-school

e youth.

Scenario #10:

The youth in scenario #10 is 19 years old and has a high school diploma.

He is not attending a postsecondary school, and he is not low-income, but he has a basic skills
deficiency.

e Is he eligible for the WIOA youth program? No



He is not eligible for the WIOA youth program because he is not low-income.

While the youth in scenario #10 is an out-of-school youth and many out-of-school youth do not need to be low-
income in order to be eligible for the WIOA youth program, the eligibility barrier that he falls under is the basic
skills deficient barrier. But he does not meet all the criteria because he is not low-income.

As discussed in 20 CFR § 681.250, youth who are not attending school and are basic skills deficient must be low-
income to meet the out-of-school youth eligibility

requirements.

20 CFR § 681.250 in further details states, “For OSY, only those youth who are the recipient of a secondary school
diploma or its recognized equivalent and are either basic skills deficient or an English language learner and youth
who require additional assistance to enter or complete an educational program or to secure or hold employment
must be low-income.”

If the youth in scenario #10 met one of the other out-of-school youth eligibility barriers that did not require low-
income, such as an individual with a disability, then he would be eligible for the WIOA youth program.



Youth Individual Service Strategy (ISS)
For WIOA Youth Services

Youth Name: Date:
DOB: ID#:
Address: Phone:
Email: Staff:

*Do not use social security numbers for participant I.D.
Framework of an ISS
> Directly linked to one or more indicators of performance
» Based on the objective assessment
> ldentifies a career pathway that includes education and employment goals

Brief Assessment Overview
Identify personal, educational, occupational, financial, medical, childcare, transportation, housing, food/nutrition

Service/resource/partner agency

St th Chall barri
rengths allenges (barriers) referral

Goals
Identify personal, educational and occupational short-and-long term goals

Performance Indicator (s)

Goal Type Short-Term Goal Long-Term Goal Lo
Goal is linked to

Educational Goal

Occupational/Employment
Goal

Personal/Social Goal

Program Elements Needed to Achieve Goal
Youth are required to have access to all fourteen WIOA Youth program elements. Please select elements based on
needs identified on the participant’s objective assessments

. ] ] Projected End | Actual End | Successful
Improving Educational Achievement Date opened .
Date Date Completion

O Tutoring: study skills, training and instruction dYes O No
leading

to secondary school completion, including drop- Explain:
out

prevention strategies.




Action Steps/Referrals

Comments:

O Alternative secondary school offerings OYes OO No
Action Steps/Referrals: Explain:
Comments:
[ Activities that help youth prepare for transition to OYes O No
postsecondary education and training.
Explain:
Action steps/ Referrals:
Comments:
] .. Projected End | Actual End | Successful
Preparing for and Succeeding in Employment Date Opened .
Date Date Completion
L] Paid & unpaid work experience (summer L Yes [1No
employment,
Pre-apprenticeship programs, internships, job Explain:
Shadowing, OJT) with Academic & Occupational
Education
Action Steps/Referrals:
Comments:
[ Labor market & employment information Yes O No
including career
awareness, career counseling and career Explain:

exploration services.




Action Steps/Referrals:

Comments:

[ Education offered concurrently with workforce OYes OO No
preparation
and training for a specific occupation Explain:
Action Steps/Referrals:
Comments:
Projected End | Actual End | Successful
Preparing for and Succeeding in Employment Date Opened J .
Date Date Completion
[ Occupational skills training O Yes O No
Action Steps/Referrals: Explain:
Comments:
LI Entrepreneurial skills training L Yes [1No
Action Steps/ Referrals: Explain:
Comments:
Supporting Youth Date Opened | Projected End | Actual End | Successful
Date Date Completion
[ Supportive Services Yes O No
Explain:

Action Steps/Referrals:

Comments:




[0 Adult Mentoring

O Yes O No

Action Steps/Referrals: Explain:
Comments:
[0 Comprehensive guidance & counseling (may dYes O No
include drug &

alcohol abuse counseling & referral) Explain:
Action Steps/Referrals:
Comments:
I Follow-up OYes O No
Action Steps/Referrals: Explain:
Comments:
Developing the Potential of Young People as Date opened | Projected end | Actual end | Successful
Citizens & Leaders date date completion
[ Leadership development Yes O No
opportunities/Opportunities to

develop social behaviors, other soft skills and Explain:
leadership

opportunities
Action Steps/Referrals:
Comments:
O Financial Literacy dYes O No
Action Steps/Referrals: Explain:




Comments:

Potential Barriers to Goal Achievement:

Case Notes/ISS Review Updates:
Include any progress, such as but not limited to measurable skill gains and other completions

Individual Service Strategy Updates

Date Case Note update

Youth and Case
Manager Initials




ISS for WIOA Youth Services
Youth Name: Date:

DOB: |D#:

** Do not use social security number for participant ID.

Youth and Case Manager Agreements
For Youth: | agree to:
» Contact my Case Manager monthly or as often as necessary to update my progress o this plan. | understand
that my case can be closed if | go 90 days without participating in a service.
> Let my Case Manager know of any problems which would cause changes to any activity or interfere with
completing the plan.
> Seek, accept and maintain employment that meets my planned goals(s) as stated above.
» Contact my Case Manager when | become employed and provide all the necessary information pertaining
to the job.
» Stay in contact with my Case Manager for up to a year after exiting the program to maintain and support
meeting my goals.
For the Case Manager- | agree to:
> Assist with the appropriate career guidance, training and supportive services
Coordinate with other agencies and programs to help you obtain needed services
Monitor your participation and progress in the activities above
Assist you in your search for employment
Maintain contact with you for up to one year after you obtain employment for employment retention and
career advancement purposes

YV V VY

Youth Signature Case Manager Signature

Date Date



Oklahoma Workforce System Registration Form
Self-Attestation — WIOA Youth Eligibility

All self-attested data collected on this form must be entered into the Oklahoma Information Management system as soon as possible

Applicant Information:

Last Name: First Name: Middle Initial:

Address: City State: Zip code:

Individuals applying for youth services through the Oklahoma Workforce system may self-attest to the
information below:

1 What is your date of birth?

2 Are you legally entitled to employment in the U.S and its territories? YES NO

Are you an individual whose native language is a language other
than English, or who lives in an environment where a language

3 other than English is the dominant language,and who has limited YES NO
ability in speaking, reading, writing, or understanding the English
language?
Are you an individual with a disability, defined as a physical or YES NO

4 mental impairment that substantially limits one or more of a

person’s major life activities? DECLINE TO ANSWER

5 Are you currently enrolled in or attending school? YES NO

5a if yes, what kind of school are you attending?

5b If no, have you received your high school diploma or equivalent? YES NO

Are you listed on a Temporary Assistance for Needy Families (TANF)
6 grant, or have you received cash assistance or other support YES NO
services from a TANF agency in the last six months?

Are you currently receiving, or have you received in the last 6

7 months, assistance from the Supplemental Nutrition Assistance YES NO
Program (SNAP)?
Are you receiving or have you received Supplemental Security YES NO
8 Income (SSI) in the last six months?

DECLINE TO ANSWER

Are you currently receiving or are you eligible to receive free or

reduced-price lunch? YES NO

Are you currently in foster care or have you participated in the foster

YES NO
care system?

10

| have a family size of and have received an includable income in the last 6 months totaling
11 | approximately $
**Note: Family size includes yourself and if applicable, your spouse and legal dependents

Do you lack a fixed, regular, and adequate nighttime residence or do
you have a primary nighttime residence that is in a public or private

12 E
place not designated for or ordinarily used as a regular sleeping YES NO
accommodation for human beings?
Are you an individual who has been subject to any stage of the YES NO

13 criminal justice process or requires assistance in overcoming barriers
to employment resulting from a record of arrest or conviction? DECLINE TO ANSWER




Are you a single, separated, divorced, or widowed individual who

14 | has primary responsibility for one or more dependent children YES NO
under age 18 (including a single pregnant woman)?
Are you pregnant, or are you (male or female) providing custodial

15 YES NO
care for one or more dependents under age 18?
Do you require Additional Assistance due to a reason not listed
above?

16 YES NO
Please note barrier & explanation below:

17 Are you currently in foster care or have you aged out of the foster YES NO
care system?
Do you currently lack parental support? Explain:

18 YES NO

Applicant Certification:

| certify that the information provided on this document is true and accurate to the best of my knowledge and belief. |

understand that such information is subject to verification and further understand that the above information, if

misrepresented or incomplete, may be grounds for immediate termination from an WIOA program and/or penalties as

specified by law.

SIGNATURE OF APPLICANT DATE

X

Staff Verification Statement:

| certify that the individual whose signature appears above provided the information recorded on this form.

SIGNATURE OF STAFF DATE

X




WIOA Youth Eligibility Form

All self-attested data collected on this form must be entered into Oklahoma’s case management system
immediately.

Identifying Information

Applicant’s Name:

Participant ID:

Application Date:

General Eligibility

Criteria (see 681.210 and State Policy for full text)

Identify Source Documents to be Uploaded

1. Age/Date of Birth

2. Citizenship/Eligible to Work

|

3. Selective Service Registration

Out-of-School Youth

Between the ages of 16 and 2, not attending

any school, and meet one of the following criteria:

Criteria (see 681.210 and State Policy for full text)

Identify Source Documents to be Uploaded

1. Aschool dropout

2. Youth who is within the age of compulsory
school attendance, but has not attended school
for at least the most recent complete school
year calendar quarter

3. Arecipient of a secondary school diploma or it’s
recognized equivalent who is a low-income
individual and is either basic skills deficient or an
English language learner

4. An offender

o

A homeless individual aged 16 to 24

6. Anindividual in foster care or who has aged out
of the foster care system

7. Anindividual who is pregnant or parenting

%

An individual with a disability

9. A low-income individual who requires additional
assistance to enter or complete an educational
program or to secure or hold employment

In-School Youth

Must be attending school, not younger than 14 or

older than 21, low income, and meet one of the criteria:

Criteria (see 681.210 and State Policy for full text)

Identify Source Documents to be Uploaded

School Status at program entry (Required)

Low Income (Required)

1. Basic skills deficient

An English language learner

An offender

A homeless individual aged 14 to 21

vi|djwin

An individual in foster care or who has aged out
of the foster care

6. An individual who is pregnant or parenting




7. Anindividual with a disability

8. An individual who requires additional assistance
to complete and educational program or to
secure or hold employment

Applicant Certification:

I certify that the information provided on this document is true and occurate to the best of my knowledge and belief. |
understand that such information is subject to verification and further understand that the above information, if
misrepresented or incomplete, may be grounds for immediate termination from any WIOA program and/or penalties as

specified by low.

SIGNATURE OF APPLICANT DATE

X

Staff Verification Statement:

I certify that the individual whose signature appears above provided the information recorded on this form.
SIGNATURE OF STAFF DATE

X




