
RESOLUTION #15-21 
 

 
APPROVAL OF EXISTING FLWIB YOUTH POLICIES 

 
 

 WHEREAS, the New York State Department of Labor Workforce Division requires Youth policies 

in accordance with state and federal regulations; and 

 WHEREAS, the following policies were approved by this Board with Resolution #14-20 on        

May 19, 2021: 

1) 1.0 WIOA Youth Eligibility Policy 

2) 1.1 WIOA Youth Objective Assessment Policy 

3) 1.2 WIOA Youth Incentive Policy 

4) 1.3 WIOA Youth Supportive Services Policy 

5) 1.4 WIOA Youth Work Experience Policy 

6) 1.5 WIOA Youth Exit & Follow-up Policy 

7) 1.6 WIOA Youth Customer Service Indicator Policy; and 

 WHEREAS, the policies have been updated to reflect a change in title, to better align with New 

York State Technical Advisory requirements, to improve clarification for local Youth service providers and 

to better serve needs of local youth; 

WHEREAS, the Executive Committee has recommended approval of these policies by the full 

Board; now therefore, be it 

RESOLVED, that the Finger Lakes Workforce Investment Board does hereby reapprove these 

policies effective immediately; and further 

RESOLVED, that the Executive Director is authorized to revise these policies if needed; and 

further 

RESOLVED, that this resolution be sent to the New York State Department of Labor and the 

county Youth Contractors.  

 

 

 

AUTHORIZED BY:     SECONDED BY:  

APPROVED ON:       DENIED ON:  
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Finger Lakes WIOA Youth 

Eligibility Policy – PY22 
 

 

This policy defines the eligibility criteria for enrollment into the Finger Lakes WIOA Youth 

Program.  This document includes definitions from TEGL 21-16 (highlighted in blue), with 

additions based on local requirements.  Any attachments to this policy are provided by the 

US/NYS DOL, as eligibility is determined and refined by Federal and State Law. 

 

Determining School Status:  

Different eligibility criteria apply to in-school youth (ISY) and out-of-school youth (OSY), and 

WIOA shifts the Youth formula program to focus primarily on OSY. As discussed in 20 CFR § 

681.240, school status is determined at the time of program enrollment. Because the process of 

program enrollment can occur over a period of time, school status must be based on status at the 

time the eligibility determination portion of program enrollment is made. Once the school status 

of a youth is determined that school status remains the same throughout the youth’s participation 

in the WIOA youth program. This distinction is drawn for purposes of reporting against the OSY 

expenditure requirement.  

 

If a youth is enrolled in the WIOA youth program during the summer and is in between school 

years, the youth is considered an ISY if they are enrolled to continue school in the fall. If a youth 

is enrolled in the WIOA youth program between high school graduation and postsecondary 

education, the youth is considered an ISY if they are registered for postsecondary education, 

even if they have not yet begun postsecondary classes at the time of WIOA youth program 

enrollment. However, if a youth graduates high school and registers for postsecondary education, 

but does not ultimately follow through with attending postsecondary education, then such a 

youth would be considered an OSY if the eligibility determination is made after the point that the 

youth decided not to attend postsecondary education.  

 

Non-credit-bearing postsecondary classes. DOL received a number of questions related to 

what counts as attending postsecondary education for purposes of determining school status. If 

the youth participant is enrolled in any credit-bearing postsecondary education classes, including 

credit-bearing community college classes and credit-bearing continuing education classes, then 

they are considered attending postsecondary education, and, therefore, an ISY. If the youth is 

only enrolled in non-credit-bearing postsecondary classes, they would not be considered 

attending postsecondary school and, therefore, an OSY.  

 

Individuals 22 and older attending postsecondary education. Local programs should keep in 

mind that ISY, including those attending postsecondary education, must be between the ages of 

14 through 21. A youth attending postsecondary education who is 22 at time of eligibility 

determination would not be eligible for the WIOA youth program because they are in school and 

over the age of 21. That individual could be served through the WIOA adult program.  

 

Exception for youth with disabilities. There is one exception to age eligibility for youth 

attending school. Youth with disabilities who have an Individualized Education Program (IEP) 
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may be enrolled as ISY after the age of 21, if their state law allows youth with disabilities to be 

served by the K-12 public school system beyond the age of 21. Such youth may only be enrolled 

as ISY up to the age allowed by their state law to receive secondary education services.  

 

High school equivalency programs and dropout re-engagement programs. In 20 CFR § 

681.230, DOL uses the terms high school equivalency program and dropout re-engagement 

program. As stated in 20 CFR § 681.230, for purposes of WIOA, providers of adult education 

under Title II 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. 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.  

 

An HSE program offers preparation for, and the taking of, tests which lead to a HSE degree. The 

“High School Equivalency: Resource Guide for the Workforce System” provides information 

about the options for high school equivalency and can be found at: High School Equivalency 

Resource Guide. A dropout re-engagement program conducts active outreach to encourage out-

of-school youth to return to school and assists such youth in resuming their education and/or 

training to become career ready. A re-engagement program or center may provide case 

management and other services to support youth in overcoming barriers that prevent them from 

returning to school or work. To learn more about dropout re-engagement centers and programs, 

see “Bringing Students Back to the Center: A Resource Guide for Implementing and Enhancing 

Re-Engagement Centers for Out-of-School Youth” and can be found at: Re-Engagement Center 

Resource Guide.  

 

Homeschooling. DOL has received a number of questions about how to classify youth who are 

homeschooled. State education agencies and/or local education agencies have policies regarding 

the classification of youth who are home-schooled. WIOA youth programs must classify 

homeschooled youth as ISY or OSY based on their state education agency (or local education 

agency, if relevant) policy.  

 

 

Eligibility Barriers Definitions: 
 

To be eligible for the WIOA youth program, individuals must meet one or more conditions listed 

in WIOA Section 129(a)(1)(B)(iii) for OSY and (a)(1)(C)(iv) for ISY. This guidance refers to 

these conditions as eligibility barriers. DOL received questions regarding whether youth self-

attestation of eligibility characteristics is acceptable. DOL will address self-attestation as part of 

data validation guidance, which is due to be published later in 2017.  

Below is further explanation of some of the eligibility barriers:  

 

English Language Learner. WIOA Section 203(7) defines the term ‘‘English language 

learner’’ as an individual who has limited ability in reading, writing, speaking, or comprehending 

the English language, and (A) whose native language is a language other than English; or (B) 
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who lives in a family or community environment where a language other than English is the 

dominant language.”  

Dropout. A “school dropout” is defined in WIOA Section 3(54) as an individual who is no 

longer attending any school and who has not received a secondary school diploma or its  

recognized equivalent. As discussed in TEGL 08-15, an individual who has dropped out of 

postsecondary education is not a “school dropout” for purposes of youth program eligibility. A 

youth’s eligibility status is determined at the time of enrollment; therefore, if a youth has not 

received a high school diploma, or a recognized equivalent, AND is not attending any school, 

he/she is considered a dropout and is an OSY. A dropout only includes an individual who is 

currently a secondary school dropout and does not include a youth who previously dropped out 

of secondary school but subsequently returned. For example, a youth who dropped out of high 

school in 2015 and returned to high school in 2016 prior to enrollment in WIOA is not 

considered a dropout.  

 

Age of compulsory school attendance, but not attending. In 20 CFR § 681.210(c)(2), the 

second eligibility barrier is “a 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.” This 

section of the final rule further states that a “school year calendar quarter is based on how a local 

school district defines its school year quarters. In cases where schools do not use quarters, local 

programs must use calendar year quarters.”  

 

An offender. The WIOA statute uses slightly different wording to describe the criteria for ISY 

and OSY who are eligible because they have been subject to any stage of the criminal justice 

process. For OSY, one eligibility barrier under WIOA Section 129(a)(1)(B)(iii)(IV) is that the 

youth is “[a]n individual who is subject to the juvenile or adult justice system.” For ISY, Section 

129(a)(1)(C)(iv)(III) uses the term “offender” as the relevant criteria. The term ‘‘offender’’ is 

defined in WIOA Section 3(38) as “an adult or juvenile (A) who is or has been subject to any 

stage of the criminal justice process, and for whom services under this Act may be beneficial; or 

(B) who requires assistance in overcoming artificial barriers to employment resulting from a 

record of arrest or conviction.” The Department concluded that the intent of the OSY eligibility 

criterion is not to treat youth who were subject to the juvenile or adult system differently, but 

rather to call attention to the fact that both the juvenile and adult justice systems may include 

OSY. Therefore, to be clear that the same eligibility criteria apply to both OSY and ISY, both 20 

CFR § 681.210, which provides the eligibility criteria for OSY, and 20 CFR § 681.220, which 

provides the eligibility criteria for ISY, use the term “offender.”  

 

Homeless and foster care youth. In WIOA, an individual who is homeless is eligible under the 

same barrier category as an individual in the foster care system or one who has aged out of the 

foster care system. In order to make the regulation easier to understand, DOL separated foster 

care youth and homeless and runaway youth into two separate eligibility barrier categories in the 

Final Rule. In addition, the Final Rule also includes “ an individual who has attained 16 years of 

age and left foster care for kinship guardianship or adoption” in the foster care eligibility barrier 

in 20 CFR §s 681.210 and 681.220 to encompass youth who were formerly in foster care, but 

may have returned to their families before turning 18.  
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An individual who is pregnant or parenting. An individual who is parenting can be a mother 

or father, custodial or non-custodial. As long as the youth is within the WIOA youth age 

eligibility, the age when the youth became a parent does not factor in to the definition of 

parenting. A pregnant individual can only be the expectant mother. 

 

Additional assistance barrier. A state may establish definitions and eligibility documentation 

requirements for criteria for “an individual who requires additional assistance to enter or 

complete an educational program or to secure or hold employment.” If the state does not 

establish these definitions and eligibility documentation, the local area must do so if it uses this 

criterion. These policies established at the state or local level should be reasonable, quantifiable, 

and based on evidence that the specific characteristic of the youth identified in the policy 

objectively requires additional assistance.  

Local Definition for OSY Only: An individual with any of the following: 

- Poor Work History (less than 1 year with same employer) 

- At risk for Substance Abuse (youth is exposed to substance abuse) 

- Underemployed (unable to financially support themselves) 

- Non-custodial Parent/Parent/Guardian is or has been Incarcerated during youth’s 

lifetime 

- Status Offense (includes but not limited to programs like PINS, voluntary PINS, etc) 

- Veteran 

- Victim of Physical, Sexual, or Domestic Violence Abuse.  

ISY cannot be enrolled under Additional Assistance due to 5% limitation 

 

Low-Income Determination Definitions: 
 

In some regards, WIOA makes low-income determination more complex than under WIA 

because not all youth need to be low-income in order to qualify for the program. To determine 

whether a youth must be low income, first consider whether the participant is OSY or ISY. As 

provided in 20 CFR §s 681.210 and 681.250, if the youth is OSY, the low-income requirement 

applies only to the following categories of youth – (1) a recipient of a secondary school diploma 

or its recognized equivalent who is either basic skills deficient or an English language learner; 

and (2) an individual who requires additional assistance to enter or complete an educational 

program or to secure or hold employment. All ISY must be low income unless they are served 

under the five percent exception discussed below.  

 

Low income is defined in WIOA Section 3(36) as an individual who:  

i. receives, or in the past 6 months has received, or is a member of a family that is receiving 

or in the past 6 months has received, assistance through the supplemental nutrition 

assistance program established under the Food and Nutrition Act of 2008 (7 U.S.C. 2011 

et seq.), the program of block grants to States for temporary assistance for needy families 

program under part A of Title IV of the Social Security Act (42 U.S.C. 601 et seq.), or 

the supplemental security income program established under Title XVI of the Social 

Security Act (42 U.S.C. 1381 et seq.), or State or local income-based public assistance;  

ii.  is in a family with total family income that does not exceed the higher of – 

a. the poverty line; or  

b. 70 percent of the lower living standard income level;  
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iii. is a homeless individual (as defined in Section 41403(6) of the Violence Against Women 

Act of 1994 (42 .S.C. 14043e–2(6))), or a homeless child or youth (as defined under 

Section 725(2) of the McKinney-Vento Homeless Assistance Act (42 U.S.C. 

11434a(2)));  

iv. receives or is eligible to receive a free or reduced-price lunch under the Richard B. 

Russell National School Lunch Act (42 U.S.C. 1751 et seq.);  

v. is a foster child on behalf of whom State or local government payments are made; or  

vi. is an individual with a disability whose own income meets the income requirement of 

clause (ii), but is a member of a family whose income does not meet this requirement.  

 

There is one additional low-income category not included in WIOA Section 3(36) above that 

applies only to youth. According to Section 129(a)(2) of WIOA, for both ISY and OSY, a youth 

qualifies as low income if the youth lives in a high-poverty area. See Attachment II (TEGL 21-

16) for additional information on determining if a youth is living in a high-poverty area.  

 

In addition, as discussed above, an ISY who receives or is eligible to receive free or reduced 

price lunch would meet the low-income requirement. Note that some school districts subsidize 

all student meals from the Community Eligibility Provision (CEP) Healthy, Hunger-Free Kids 

Act of 2010. 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. Local programs can check with 

their local school districts for determining whether individual students are eligible to receive free 

or reduced-price lunch. While the free/reduced lunch low-income category primarily applies to 

ISY, there is one exception where it could apply to an OSY. If an OSY is a parent living in the 

same household as a child who receives or is eligible to receive free or reduced-price lunch based 

on their income level, then such an OSY would meet the low-income criteria based on his/her 

child’s qualification.  

 

As described in WIOA 20 CFR § 681.250(c), WIOA allows a low-income exception where five 

percent of WIOA youth may be participants who ordinarily would be required to be low-income 

for eligibility purposes and meet all other eligibility criteria for WIOA youth except the low-

income criteria. A program must calculate the five percent based on the percent of newly 

enrolled youth in the local area’s WIOA youth program in a given program year who would 

ordinarily be required to meet the low-income criteria. It is not based on all youth since many of 

the OSY categories do not require low-income status. In fact, as discussed above, only two 

categories of OSY require low-income status. Because not all OSY are required to be low-

income, the 5 percent low-income exception under WIOA is calculated based on the 5 percent of 

youth enrolled in a given program year who would ordinarily be required to meet the low-

income criteria.  

 

For example, a local area enrolled 200 youth and 100 of those youth were OSY who were not 

required to meet the low-income criteria, 50 were OSY who were required to meet the low-

income criteria (i.e., either 20 CFR § 681.210(c)(3) or (c)(9)), and 50 were ISY. In this example 
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the 50 OSY required to be low-income and the 50 ISY are the only youth factored into the 5 

percent low-income exception calculation. Therefore, in this example, 5 of the 100 youth who 

ordinarily would be required to be low-income do not have to meet the low-income criteria based 

on the low-income exception. This percent is calculated at the end of a program year based on 

new enrollees in that program year.  

Approval from the Director of Youth Services must be obtained before enrolling youth 

under this 5% Rule. 

 

Lower Living Standard Income Level (LLSIL). Another option for determining low-income 

eligibility is based on family income. A youth is considered low income if the youth is in a 

family with a total family income that does not exceed the higher of the poverty line or 70 

percent of the LLSIL, except in cases where only the youth’s income is considered as discussed 

below. The LLSIL is published annually by ETA at: LLSIL and includes income charts that are 

used by state and local workforce investment areas to determine income eligibility based on 

family size and income for the WIOA youth and certain adult services.  

 

What counts as income? DOL received several questions asking about what counts as income 

when determining a youth’s low-income status. The definition of what counts as income when 

determining a youth’s low-income status has changed under WIOA. It is important to know that 

the definition of a low-income individual at Section 3(36) does not exclude unemployment 

compensation or child support payments from income calculations. Therefore, WIOA youth 

programs must include Unemployment Insurance and child support payments as income when 

determining a youth’s eligibility based on low-income status. As discussed above in the list of 

low income qualifications in WIOA Section 3(36), homeless and foster youth are considered low 

income and do not need to meet any additional low-income criteria.  

 

When do you consider only a youth’s income? There are circumstances where only the youth’s 

income is considered in determining whether the youth satisfies WIOA income limits for the 

program. 20 CFR § 681.280 provides that OSY with a disability are not required to be low-

income and for ISY with a disability, the youth’s own income, rather 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.  

 

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 court, 

who are living in a single residence, and are included in one or more of the following categories: 

(1) A married couple and dependent children; (2) A parent or guardian and dependent children; 

or (3) A married couple.” 

 

Reference: OSY vs. ISY Eligibility Chart created by NYS DOL 
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Finger Lakes WIOA Youth 
Objective Assessment Policy – PY22 

 
 
The purpose of this policy is to set a guideline for Service Providers (contractors) to complete all 
required steps of the Objective Assessment (defined by TEGL 21-16) and the Individual Service 
Strategy (ISS) before youth are enrolled in the WIOA Youth Program.  FLWIB provides updated 
forms to collect the required information and complete all steps involved, including:  
Basic Skills, Occupational Skills, Prior Work Experience, Employability, Interests, 
Aptitudes, Supportive Service Needs, Developmental Needs, and Strengths.  
 
Options for Assessing Basic Skills:  
Option 1: A High School Diploma, High School Equivalency (HSE/GED), or passing report 
card*/transcript** dated within 6 months prior to date of enrollment identifies the youth as not 
Basic Skills Deficient (BSD).  
 *Passing report card is an overall grade of 65 or higher 
 **Passing transcript is a GPA of 2.0 or higher 
 (Grades below 65 or 2.0 would identify the youth as BSD) 
 
Option 2: TABE 9D Survey scores dated within 6 months prior to date of enrollment*** 
       (this option cannot be used for the EFL Measurable Skills Gain) 
 
Option 3: TABE 11-12 scores dated within 6 months prior to date of enrollment***  

***TABE scores of 9.0 and above identifies the youth as not BSD.  
(Grades below 9.0 on TABE 9D or 11-12 identifies the youth as BSD) 
 

Option 4: An assessment not named above may be used with written justification from 
contractor and approval from the Director of Youth Services. 

Per TA 19-02, assessments determining BSD are not required to be approved for use by the US 
Dept of Ed’s National Reporting System (NRS); if the assessments are not on the NRS they 
cannot be used for a measurable skills gain.   

 
All Assessments of Basic Skills must be standardized testing instruments that are valid, reliable, 
appropriate, and fair for the target youth in order to determine if a youth reads at or below the 8th grade 
level.    

 
Options for Assessing Interests:  
Option 1: CareerZone Section 02 Interest Profiler www.careerzone.ny.gov (computer version) 
 
Option 2: O*NET Interest Profiler (computer https://www.mynextmove.org/explore/ip or paper 
version) 
 
Occupational Skills, Prior Work Experience, Employability, Aptitudes, Supportive Service 
Needs, Developmental Needs, and Strengths are all addressed in the ISS provided by Finger 
Lakes WIB. CareerZone and O*NET can assist in assessing some of these areas as well if 
needed. 

 

All youth must complete the requirements for assessing Basic Skills and 
Interests, and the ISS before a service is provided to a youth.  Full enrollment 
requires intake/eligibility, Objective Assessment, Development of ISS, and a youth 

service, all to be recorded in OSOS. 
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The purpose of this policy is to set a guideline for purchasing, managing, and awarding Gift Cards valued 

between $10.00 and $50.00 to Finger Lakes Works Youth enrolled in the WIOA Youth Program. 

Gift cards are purchased as incentives and rewards for attainment of goals or skills and voluntary 

attendance in workshops and educational/employment activities.  These incentives are for youth that 

are currently enrolled or in follow-up activities. Incentives must be tied to the goal of a specific planned 

activity. The goal must be outlined in writing (ISS/OSOS comment) prior to the commencement of the 

activity.  There must be documentation (DEV) of the goal achievement and that the incentive was 

received by the youth.  

Incentives are not intended for time spent in activities that are being compensated with wages or paid 

for with WIOA funds. Incentives are also not intended for certificates/credentials obtained during paid 

testing.  If the testing hours are unpaid/not funded with WIOA funds, the youth can be given an 

incentive when they submit documentation of the certificate/degree.  

First Example: The hours a youth spends in HSE class can go towards the 10 Hours of Recognized HSE 

incentive, but NOT the hours spent during testing hours (TASC Exam) in order to receive the $50.00 

incentive card when they submit a copy of their HSE diploma.  

Second Example: If WIOA funding is used to pay for a training (ServSafe, CNA, Guest Service Gold, etc.), 

the youth CANNOT be paid or given an incentive for time spent in the training. They can however, receive 

an incentive once they pass the exam AND submit a copy of their certificate/license.  

Incentives should be grocery, superstore, or convenient store gift cards/gas cards.  

Visa/MC/AMEX cards that have an activation fee or anything for entertainment purposes (Movie 

Theatres, Restaurants, Miniature Golf, etc.) are NOT allowable. 

Gift cards will be purchased in a timely fashion to be used within the program year and to prevent them 

from expiring before use.  When new gift cards are purchased, the Date of Purchase, Card # and Amount 

are registered in the WIOA Youth Incentive Gift Card Roster. Cards are kept in a locked location and 

accessed by youth counselors or supervisors only.  When youth have documented an activity and 

receive a gift card, columns for Date Earned, Date Awarded, Youth Name, Activity, and Staff member 

issuing gift card are completed.  A hard copy of the gift card must be made and signed by the recipient.  

This signed copy of the card and the correlating DEV (certificate, pay stub, attendance record, etc.) will 

be kept in the youth’s paper file. Incentives are NOT mandatory and are issued where funding is 

available.  

This policy is approved by the FLWIB and no changes will be made unless authorized by FLWIB and 

revisions made to the policy.  Each contractor will include an amount in their annual budget for 

incentives and when the budgets are reviewed and approved, the incentive amount will be reviewed 

and approved.     

WIOA Youth Incentive Policy PY20 – Finger Lakes Region 

WIOA Youth Incentive Policy PY22 

Finger Lakes Region 
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1. Skills Gains 

Activity Amount 
A.  TABE Post-Test with Recognized Gain (only youth who have not obtained HSD/HSE) $30.00 

B.  Submitted Recognized Secondary Report Card or Postsecondary Transcript $30.00 

C.  Submitted Recognized Progress Report, Satisfactory or Better  $30.00 

D.  Obtained Recognized Occupational Skills Certificate  $30.00 

 
2. Credentials 

A.  Completed 10 hours of Recognized HSE Classes** or Tutoring $50.00 

B.  Obtained Recognized Credential $50.00 

 
3.  Work Readiness Activities (Leadership, LMI, Financial Literacy, Job Shadowing, etc.) 

A.   Completed Activity under 2 hours   $10.00 

B.   Completed Activity 2 – under 4 hours $15.00 

C.   Completed Activity 4 – under 6 hours $20.00  

D.   Completed Activity 6 hours and over $25.00 

 
4. Work Experience 

A.  Successful completion of Work Experience* $50.00 

*DEV required for 4A is the Work Experience Evaluation form. Youth may only earn this incentive once 
during WIOA enrollment.  

 
5. Unsubsidized Employment  

A.   Submitted 1st Week Paystub   $20.00 

B.   Submitted 3rd Week Paystub $30.00 

C.   Verified Recognized Employment, Education, or Training 2nd Quarter after Exit $50.00 

D.   Verified Recognized Employment, Education, or Training 4th Quarter after Exit  $50.00  

 
DEV required for all: copies of certificates, paystubs, degrees, attendance/time sheets, etc. 

 
In certain circumstances a youth may go through the process to attain something that will provide 
employment opportunities or improve their ability to move forward on their individualized path that does 
not fit within an activity box listed above.  Contractors can provide an overview of youth’s 
attainment/activity to the Director of Youth Services so that activity can be placed within the amount 
that aligns with the amount of time and/or the level of attainment for that activity. 
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Finger Lakes WIOA Youth  
Supportive Services Policy – PY22 

 

 
 

Purpose: To set guidance on providing Supportive Services to WIOA Youth Program participants. All 

WIOA Youth Program participants are eligible to receive supportive services, if funding is available, 

provided they meet the criteria outlined in this policy.  

 

Goal: To minimize barriers preventing youth from fully participating in WIOA Youth related activities, 

trainings, education programs or unsubsidized employment according to their Individual Service 

Strategy (ISS). 

 

Eligibility: To be eligible for WIOA Youth Supportive Services funds, a participant must meet the 

following criteria: 

1. Be determined eligible for and enrolled in the WIOA Youth Program (including Follow-up); 

2. Be actively participating in WIOA Youth Program services; and  

3. Be unable to obtain the requested service or the funding for the service through other sources. 

4. Youth who are participating in paid work experience or have unsubsidized employment may 

still be eligible for supportive services if Financial Literacy activities have been provided and 

it’s determined the youth is unable to pay for or obtain the services/items on their own. 

 

Documentation:  

1. All Supportive Service payments must be documented in youth’s paper folders with a copy of 

the receipt, invoice, detailing the supportive service and associated cost;  

2. Be supported with an Achievement Objective, appropriate Supportive Services service, and 

Comment in OSOS including updates as necessary; and   

3. Be supported by the youths Individual Service Strategy (“My Plan for Success”). 

4. If further documentation for a particular Supportive Service is needed, it’s noted in this policy. 

 

Supportive Services as defined in TEGL 21-16: 
“Services that enable an individual to participate in WIOA activities including, but not limited to: 

• Linkages to community services 

• Assistance with housing 

• Needs-related payments 

• Assistance with educational testing 

• Reasonable accommodations for youth with disabilities 

• Legal Aid services  

• Referrals to health care 

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

such items as eyeglasses and protective eye gear  

• Assistance with book fees, school supplies, and other necessary items for students enrolled in 

postsecondary education classes 

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

• Assistance with Transportation 
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Guidelines:  
WIOA Youth participants may receive a maximum of $800 total throughout their participation. This 

includes a maximum of: 

• $500.00 Transportation Supportive Services, and 

• $300.00 Non-Transportation Supportive Services.  
Exception: If a contract for service indicates a one-time purchase higher than the threshold listed above, the 

provider can exceed limit without a required form (see Modification Requests below).  Youth Provider 

understands: 1) a copy of the Contract must be on file at the FLWIB indicating the amount, 2) the maximum total 

for supportive services is not exceeded, and 3) any funds spent are available within the contracted budget. 

 

Transportation Supportive Services include: 

• Public Transportation Fees 

• Gas Cards 

• Learner’s Permit Fee 

• Driving Lessons/Road Test to obtain NYS Driver’s License 

• Auto Repairs 

o Documentation required in youth’s paper file:  

▪ Statement from owner of vehicle that the repairs are needed in order for the 

youth to participate in WIOA activities and/or unsubsidized employment and 

that the youth will have access to the vehicle for such purposes once 

repairs are made.  

▪ A quote listing needed repair(s) and associated cost.  

▪ Proof that auto repair cost does not exceed the value of the automobile 

based on Kelly Blue Book value.  

▪ Proof of vehicle registration and liability insurance.  

• Automobile Insurance 

o Liability Insurance may be covered for a maximum of one quarter (three months) of 

annual insurance coverage for a 12-month period.  

o Liability coverage does not include optional coverage such as medical payment 

coverage, uninsured motor vehicle coverage, underinsured motor vehicle coverage, 

comprehensive coverage, collision coverage, emergency road service, or 

membership fees to insurance companies.  

o The vehicle being insured must be under the ownership of the participant or 

another family/household member if the vehicle is the only means of transportation 

available to the participant. 

o Documentation required in youth’s paper file: 

▪ Statement from owner of vehicle that liability insurance is needed for the 

youth to participate in WIOA activities and/or unsubsidized employment and 

that the youth will have access to the vehicle for such purposes once liability 

insurance is obtained.  

▪ Proof of vehicle registration. 

▪ Proof of insurance or quote including a detailed description of liability 

coverage.  

 

Non-Transportation Supportive Services include: 

• Housing 

• Childcare and Dependent Care 

• Reasonable accommodations for youth with disabilities 

• Legal Aid Services 
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• Needs-Related Payments 

o Educational testing fees 

o Work-related attire and tools 

o Book fees, school supplies, and other necessary items for students enrolled in 

postsecondary education  

o Employment and training-related application, test, and certification fees  

o Cell phones, cell phone bill, and cell phone minutes 

o Grooming and personal hygiene needs 

 

Supportive Services – “Other”: 

• Other supportive services may be provided, with FLWIB approval, as determined by the Youth 

Program provider. Such goods and services shall be reasonable and necessary for the 

participant to remain in training and/or obtain or retain employment.  

 

Modification Requests: Youth Program providers may request to provide “Other” Supportive 

Services or exceed the maximum amounts of Transportation or Non-Transportation supportive 

services by completing Supportive Service Request Form.  

• Completed form is reviewed for approval by the Finger Lakes WIB Director of Youth Services.  

• The individual youth’s needs, program engagement, duration in program, dollar amount 

requested, related service/activity, and overall funding availability will be taken into 

consideration.  

If Youth Provider has an exception (listed under Guidelines), Supportive Service Request Form is 

not required if the following are true: 

1. MOA indicating one-time purchase cost on file at FLWIB 

2. Purchase does not exceed the maximum Supportive Service total of $800.00 

3. The amount fits into the current contracted funding amount for Youth Provider 

 

Monitoring: The Finger Lakes WIB will monitor Supportive Service spending, along with other youth 

program spending, throughout the year to regulate the OSY versus ISY expenditure requirement.  
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Finger Lakes WIOA Youth 

Work Experience Policy – PY22 
 
 

 
Purpose: Define eligibility, assignment, documentation, duration, and salary for Work 
Experiences assigned to youth enrolled in the WIOA (Workforce Innovation and Opportunity 
Act) Youth Program. Work Experiences can be paid or unpaid and are assigned to help job-
ready youth learn soft skills such as attendance, teamwork, initiative, etc. as well as job related 
skills they can use to progress towards their career goals.  
 
Temporary Amendment effective June 11, 2020 due to NYPause (COVID-19) resulting in 
reduction of available on-site work experiences: 
Virtual Work Experience Option via SkillUp Finger Lakes, http://fingerlakes.skillupamerica.org/. 
 
Youth will complete approximately 30 hours of SkillUp courses focusing on career readiness 
and occupational learning. A “custom cluster” has been created for the career readiness 
courses equaling approximately 15 hours. All courses in this custom cluster must be completed.  
Counselors will assign occupation specific courses based on the youth’s career pathway.  
 
Occupation specific courses should equal as close to 15 hours as possible and be a 
combination of courses that reflect academic and occupational learning (see attached 
Healthcare example). The Director of Youth Services will assist contractors with assigning 
occupational courses as needed.  
 

All the courses selected for the Career Readiness custom cluster are mobile-friendly. 
SkillUp indicates which courses are and are not mobile-friendly. Youth Contractors may 
want to take this into consideration when assigning Occupation Specific courses (selecting 
mobile-friendly courses to accommodate accessibility needs).  

 
Youth will have 30 days to complete all assigned courses – Career Readiness & Occupation 
Specific (totaling approximately 30 hours) – from the date they are assigned. If there are 
extenuating circumstances, youth contractors can submit a written request to the Director of 
Youth Services for an extension.  
 
Youth will receive an incentive for $50.00 when they submit the Virtual WEP Completion 
Evaluation (attached) and verify all assigned courses have been completed. A copy of the 
completed survey and printouts of completed SkillUp courses are required for DEV.   
 
This Virtual Work Experience option is appropriate for youth that are unable to participate in a 
traditional, on-site work experience in their desired career path due to COVID-19 restrictions. 
Traditional work experiences should be considered first before this virtual option. Any questions 
can be directed to the Director of Youth Services.  
 
Temporary Policy Attachment: Virtual WEP Completion Evaluation.    
 
Eligibility – Youth are required to develop a career pathway before beginning a Work 
Experience (WE). If a youth is unsure of their career goals, they should complete further career 
exploration through CareerZone, O*Net Interest Profiler, Labor Market Information, Job Shadow 
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experiences, etc. before beginning a WE. Youth’s career pathways should be clearly defined in 
their Individual Service Strategy (ISS) before beginning a WE. 
 
Academic and occupational education must be incorporated into the WE as defined in TEGL 21-
16; “workforce preparation activities, basic academic skills, and hands-on occupational skills 
training are to be taught within the same time frame and connected to training in a specific 
occupation, occupational cluster, or career pathway.”  

• Contextual learning that accompanies a work experience;  

• May occur concurrently or sequentially with the work experience;  

• May occur inside or outside the work site;  

• Includes information needed to understand and work in specific industries or 
occupations; and  

• Can be provided by the employer or may be provided separately: in the classroom 
or through other means.  

The academic and occupational education must directly relate to the WE, assist the youth with 
their career goals, and be clearly defined in the youth’s ISS before starting a WE.  
 

Example: if a youth is working in a hospital, the occupational education might be learning 
about different types of hospital occupations such as a phlebotomist, radiology tech, or 
physical therapist, whereas the academic education could be learning the information 
individuals in those occupations need to know such as why blood type matters, the name of 
a specific bone in the body, or the function of a specific ligament.  

 
Youth Counselors/Providers are required to review the Work Experience Code of Conduct 
with youth before beginning a WE. A signed copy by all 3 parties should be given to the youth 
and Worksite Supervisor, and a copy is required to be kept in the youth’s paper file.  
 
Assignment – A WE assignment should correlate with the youth’s career pathway, take any 
disabilities/limitations into consideration, and be age appropriate (comply with youth labor laws). 
 
Documentation – The Work Experience location, start date, job duties, education/training 
component, correlation with career pathway and progress should be clearly documented in 
OSOS comments. Also, the youth’s ISS should be updated as necessary. Copies of 
timesheets must be kept in the youth’s paper file along with copies of payroll documents, and 
the youth’s signed Code of Conduct.  
 
Duration and Worksite Monitoring – Work Experiences are meant to be short-term, structured 
job-related learning experiences. This should be communicated with youth and worksites before 
a WE begins. Each youth is allotted up to a total of 480 hours of PAID WE during their 
enrollment in the WIOA youth program provided funding is available.  

• Unpaid WE and Job Shadowing hours do not detract from the 480 hours.  

• Additional hours may be requested for a youth by providing justification of why 
additional hours are needed.  Approvals are based on the youth and 
circumstances and must fall within the contractor’s current funding allotment and 
be recorded in OSOS (request and approval/denial in comments). 

 
The Youth Counselor/Provider is expected to maintain routine communication with the youth 
and Worksite Supervisor to assess the success of the WE (evaluation forms are highly 
recommended). If it is determined the youth is not a good fit or the youth redefines their career 
pathway, the youth may be reassigned to a new work experience. Youth Counselors and/or 
Worksite Supervisors have the right to end a youth’s WE early due to misconduct on the youth’s 
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part. It is the responsibility of the Youth Counselor to meet the needs of the Business (Worksite) 
and maintain a successful working relationship while tracking progress and providing WIOA-
based supportive services/activities to youth as needed.  
 
Site Visits should also be conducted on a routine basis and can be scheduled in advance to 
ensure the Worksite Supervisor and Youth will be available, or unannounced as the Youth 
Counselor sees fit.  
The Worksite Supervisor and Youth should be notified at least 1 week prior to the youth’s final 
day of work. Youth should be encouraged to speak with their Worksite Supervisor about 
continuing with employment or obtaining a professional reference to aid in their job search.  
 
Fiscal Management – Youth will earn, at minimum, the NYS minimum wage and at maximum 
the prevailing wage for that position in the location.  Wage must be communicated to Director of 
Youth Services prior to the start of the work experience.  Youth Counselors are responsible for 
collecting youth’s timesheets, submitting to their fiscal departments, and putting a copy of the 
timesheet in the youth’s paper file. Each Youth Counselor’s fiscal department will control 
payroll and produce checks; the Youth Counselor will be responsible for delivering checks to 
youth. Youth Counselor’s should communicate with their fiscal department and/or direct 
Supervisor to track if they are spending at least 20% of their budget on WE and to make sure 
they know how much money is left to spend on WE throughout the fiscal year.    
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Finger Lakes WIOA Youth 

Exit & Follow-Up Policy – PY22 

 

The purpose of this policy is to set a guideline for exiting youth from the WIOA Youth Program 

and offering enrollment into 12-month Follow-up Services. A youth’s exit date should reflect the 

date when the last activity/service (element) was provided to a youth. Follow-up services must 

be explained to all youth during the eligibility/enrollment process (included in the ISS and 

entered in OSOS enrollment comment).  

Youth Exit Examples: 

First Example: A youth receives services until 6/1/21 and then is placed on a 3-month 

hold for medical reasons. The youth does not want to re-engage in the program when the 

3-month hold ends on 9/1/21 and is therefore exited from the program. The exit date is 

6/1/21; this was the last date of service.  

Second Example: A youth receives services until 12/15/21 and then loses contact with 

the Counselor. The Counselor attempts to re-engage the youth until 1/30/22 but is 

unsuccessful, so the youth is exited. The exit date is 12/15/21 because this was the last 

date of service.  

Youth who are considered “successful” exits or youth who have lost contact should be exited 

with “Exited After 90 Days” reason in OSOS. Exceptions to this are youth who are 

“Institutionalized” (incarcerated, in-treatment rehab, Job Corps, Hillside, etc.), “Health/Medical”, 

“Deceased”, or “Reservist Called to Active Duty”.  

All youth exited with reason “Exited After 90 Days” are eligible to receive Follow-Up Services 

and should complete a “Finger Lakes WIOA Youth - Follow-Up Packet” with the Counselor (see 

Attachment A, pages 1&2). Youth will have the option to enroll in or decline Follow-up Services. 

There is also an option for the Counselor to complete if the youth is “Unavailable”.  

Youth who choose to enroll are required to provide their contact information along with current 

employer or training information if applicable, and be informed the Counselor will retain contact 

over the following 12 months from the youth’s exit date. Follow-Up services always begin 

immediately following the youth’s exit date regardless of when they complete the Follow-Up 

Packet (Example – Exit date 7/1/19, Follow-up starts 7/2/19). Follow-up services may be extended 

past 12 months with the Director of Youth Services/WIB’s prior approval.  

Youth are eligible to receive the following 5 services while enrolled in Follow-Up: Supportive 

Services, Adult Mentoring, Financial Literacy Education, Labor Market Information, and 

Transition to Postsecondary Education and Training. WIOA funds cannot be spent on Work 

Experiences during follow-up. 

The Performance Measures required in Follow-Up are being employed or in education/training 

in the 2nd and 4th Quarters after Exit, and Median Earnings in the 2nd Quarter after Exit. These 

should be recorded in OSOS in Employment Outcomes, Training Outcomes, and Comments 

sections.  

The Director of Youth Services will monitor exits on a quarterly basis to ensure correct exit 

dates and that Follow-Up services were offered.  
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Finger Lakes WIOA Youth 

Customer Service Indicators Policy – 

PY22 

 

The purpose of this policy is to set a guideline for Service Providers (contractors) to meet all 

current and future New York State WIOA Customer Service Indicators.  

The Director of Youth Services will monitor Service Providers on a quarterly basis to ensure 

Customer Service Indicators are being met or set a plan in place to improve/increase measures 

if needed. 

There are currently no CSI’s at this time.  
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