NORTHWEST TENNESSEE WORKFORCE BOARD PARTICIPANT PROGRAM POLICY

Table of Contents
Co‐Enrollment of Customers .................................................................................................................................... 2
Conflict of Interest (Service Delivery) ...................................................................................................................... 3
Electronic Case Files .................................................................................................................................................. 4
Grievance and Complaint Resolution....................................................................................................................... 5
Non‐Discriminatory Complaints ............................................................................................................................ 5
Discriminatory Complaints .................................................................................................................................... 6
Training Provider Approval ...................................................................................................................................... 8
Training Providers Appeal Process ........................................................................................................................ 8
Individual Training Account .................................................................................................................................... 11
Funding Criteria for ITAs ...................................................................................................................................... 11
Appeal Process..................................................................................................................................................... 14
Payment of ITAs & Refund Policy ........................................................................................................................ 15
Exceptions to the Use of ITAs .............................................................................................................................. 15
Initial Assessment ................................................................................................................................................... 17
Priority of Service.................................................................................................................................................... 18
Process for Determining Low Income Eligibility .................................................................................................. 21
Process for Determining Basic Skills Deficient Status.......................................................................................... 21
Supportive Services................................................................................................................................................. 22
Allowable Support Services ................................................................................................................................. 22
Referral and Coordination ............................................................................................................................... 22
Payments on Behalf of Participants ................................................................................................................ 22
Direct Payments to Participants ...................................................................................................................... 23
Exceptions to Support Services Limits ................................................................................................................. 25
Unallowable Support Services ............................................................................................................................. 25
Verifying Identity and Employment Eligibility ....................................................................................................... 26
Veterans and Eligible Spouse Priority of Services ................................................................................................. 27
Work‐Based Training .............................................................................................................................................. 29
Contracts and Agreements .................................................................................................................................. 29
Business Eligibility Criteria ................................................................................................................................... 30
General Participant Eligibility .............................................................................................................................. 31
Incumbent Worker Training ................................................................................................................................ 31
On‐the‐Job Training ............................................................................................................................................. 32
Registered Apprenticeships ................................................................................................................................. 32
Transitional Jobs .................................................................................................................................................. 33
Work Experience ................................................................................................................................................. 35
Youth Eligibility – Special Eligibility Definition ...................................................................................................... 36
Self‐Sufficiency ........................................................................................................................................................ 37

1

Training Provider Approval
Effective Date: December 18, 2018
Duration: Indefinite
In order to receive funds under Title I of WIOA, a training provider must make application to the local
Workforce Board for approval. Therefore, customers approved for ITA funds can only select from
programs on the Eligible Training Provider List. If a program is not on the list, WIOA cannot pay the cost
of attendance.
In the State of Tennessee, the Tennessee Department of Labor and Workforce Development (TDLWD) is
charged by the State Workforce Development Board with the responsibility to develop and maintain the
Eligible Training Provider List. The Northwest local area agrees to adopt the procedures and formats
provided by TDLWD for accepting and processing applications for the Eligible Provider List. Said
procedures include processes and formats for Renewal Applications for “grandfathered” eligible
providers and for others which have completed their period of initial eligibility, as well as processes for
making initial application.
Interested applicants shall visit the Eligible Training Provider website at www.Jobs4TN.gov in order to
register and complete the appropriate application forms as provided by TDLWD within the system.
Application forms are available online at the website listed above. Upon receipt of completed
applications, a Sub‐Committee of the Northwest Tennessee Workforce Board (NWTNWB) will review
and make recommendation to the Northwest Tennessee Workforce Board for approval, denial or other
additional/subsequent consideration. The Sub‐Committee Committee, other committees of the
NWTNWB, or NWTNWB members may request any additional information from the applicant institution
deemed necessary. Applicants must provide all requested performance, cost, credentialing, articulation
documentation, or other information requested by the Committee and/or the NWTNWB. The LWDB will
review and approve applicants which are deemed to have met the criteria outlined in WIOA Subtitle B,
Chapter 1, Section 122.
Finally, renewal applications must provide required performance data in order to remain on the Eligible
Training Provider List. If approved, the NWTNWB will submit appropriate information and
recommendation for addition to the Statewide Eligible Training Provider List in the Jobs4TN system.
Training Providers Appeal Process
If a Local Workforce Development Board (LWDB) rejects an application for initial eligibility
determination for a program of training service, the LWDB must provide notice with the letter of
rejection containing the reasons for rejections as well as the availability of an appeals process.
Local Appeals
Each LWDB maintains a written appeal process. The procedure includes an opportunity for a hearing,
with a final written decision on the appeal to be provided within sixty (60) days of the date of the
LWDB’s receipt of the request for appeal. If the provider is not satisfied with the outcome of the local
appeal, a provider may submit a formal appeal to the State appeals committee.

Should an application for addition to the ETPL be denied by the NWTNWB, the NWTNWB will notify the
applicant of the denial, the reason(s) for the denial, and information on the appeal process within ten
(10) working days. Notification shall be written and may be transmitted by U. S. Postal Service, Return
Receipt Requested, Fed Ex or other package delivery service, by facsimile transmission, and/or
electronically through e‐mail. The applicant institution may access the approved NWTNWB appeal
process, as follows:
1. The institution must request, in writing, additional consideration by the NWTNWB and its Sub‐
Committee of at least 1 – 3 impartial appeal officers (i.e. any staff or board members uninvolved in the
initial decision). The written request must be submitted within 10 working days of receipt of written
notification of denial or need for additional information/review by the NWTNWB.
Address local appeals to the attention of the Northwest Tennessee Workforce Board:
Northwest Tennessee Workforce Board
Attn: Executive Director and Board Chairman
708 E Court Street
Dyersburg, TN 38024
(731) 286‐3585, TDD # 711
2. The NWTNWB Sub‐Committee shall consider the appeal request within 30 calendar days of receipt of
the written request for appeal and shall make a recommendation to the NWTNWB for approval, denial,
or request for additional/subsequent information.
3. The NWTNWB must consider the appeal and the recommendation of the Sub‐Committee and render
a decision at its next regularly scheduled NWTNWB meeting, or within 60 calendar days from the date
the NWTNWB received the written request for appeal from the provider institution, whichever is
greater.
4. The applicant institution must be notified, in writing, of the decision of the NWTNWB within 10
working days of the NWTNWB final action, and the process for filing a State appeal in the event the
provider is not satisfied with the outcome of the local appeal. As referenced above, written notification
may be in the form of USPS Return Receipt Requested, Fed Ex or other package delivery service,
facsimile transmission, and / or electronically using e‐mail.
5. If the applicant disagrees with the action taken by the NWTNWB through its local appeal process, the
applicant may access the appeal process through the THEC, according to established THEC appeal
procedures, as outlined in the approved Strategic Five Year State Workforce Investment Plan for the
State of Tennessee.
In the event an approved provider is removed or suspended from the ETPL, students enrolled through
the Workforce Innovation and Opportunity Act (WIOA) prior to the suspension/removal will be allowed
to continue their training using WIOA funds until completion. No new students may be enrolled into a
suspended/removed institution until official notification of reinstatement has been received.
State Level Appeals
This procedure applies only to training providers who have exhausted the appeal process of a Local
Workforce Development Board and are dissatisfied with the Local Workforce Development Board's final
decision.

(1) A training provider wanting to appeal to the State must submit an appeal request to the State within
30 days from the LWDB’s notification to the training provider of its final decision on an appeal. The
request for an appeal to the State must be in writing and include a statement of the desire to appeal,
specification of the program(s) in question, the reason(s) for the appeal (i.e. grounds), and the signature
of the appropriate provider official.
(2) The State will promptly notify the LWDB when it receives a request for appeal. The State will also
notify the LWDB when it makes the final decision on an appeal.
(3) The State appeal process includes the opportunity for the appealing training provider to have a
hearing. The hearing officer must be impartial. The hearing officer must provide written notice to the
concerned parties of the date, time, and place of the hearing at least 10 calendar days before the
scheduled hearing. Both parties must have the opportunity: to present oral and written testimony
under oath; to call and question witnesses; to present oral and written arguments; to request
documents relevant to the issues(s), and to be represented.
(4) The five‐member State appeals committee, chaired by the hearing officer, will administratively
review the appeal, make a preliminary decision, and notify the training provider and the LWDB. The
committee may either uphold or reverse the LWDB decision.
(5) The State appeals committee must render a decision within 60 days from receiving the training
provider's initial State appeal request.
References:
Workforce Services Policy ‐ Eligible Training Provider List, TN‐WIOA (16‐9); Title I of the Workforce
Innovation and Opportunity Act of 2014 (29 U.S.C. 3101 et seq.); Americans with Disabilities Act of 1990
(42 U.S.C. 12101 et seq.); WIOA Section 188 Nondiscrimination; WIOA Section 122 Identification of
Eligible Providers of Training Services.
Vetted and Approved by the Northwest Tennessee Workforce Board: December 18, 2018

Jennifer Bane, Executive Director
Northwest Tennessee Workforce Board
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Individual Training Account
Effective Date: November 27, 2018
Duration: Indefinite
Purpose: To establish a policy for use of Individual Training Accounts (ITAs) for in‐demand occupations.
Policy: An Individual Training Account (ITA) voucher may be available to provide funding for WIOA eligible
adults, dislocated workers and out of school youth, observing Priority of Service policies, who have completed
an assessment and been determined to need in‐demand occupational skills training to become gainfully
employed. An ITA may be provided if the State Workforce Agency (SWA) or one‐stop center staff determine,
after an interview, evaluation or assessment, and career planning, that the eligible individual is:


Unlikely or unable to obtain or retain employment that leads to economic self‐sufficiency or wages
comparable to or higher than wages from previous employment through Career Services alone;



In need of training services to obtain or retain employment that leads to economic self‐sufficiency or
wages comparable to or higher than wages from previous employment, through Career Services alone;
and



In possession of the skills and qualifications to successfully participate in the selected program of
training services.

Training services must be linked to in‐demand employment opportunities in the local area or planning region or
in a geographic area in which the individual is willing to commute or relocate.
The selection of training services should be conducted in a manner that maximizes customer choice, is linked to
in‐demand occupations, informed by the performance of relevant training providers, and coordinated to the
extent possible with other sources of assistance.
The Northwest Tennessee Workforce Board limits ITAs to programs on the WIOA Eligible Training Provider List
that lead to a credential in a period of 2 years or less, including Challenge/CLEP tests, when appropriate. ITA
funding is for unmet need for cost of training not covered by other federal or State financial aid, such as Pell,
Lottery, TN Promise, and TN Reconnect. WIOA funds are considered “last dollar.” ITA funding is authorized per
training term (quarter, semester, trimester, etc.), with subsequent terms authorized after successful completion
of the previous term. The ITA is limited to $4,000 per year, for two years, with total cost limited to $8,000
during participation in the WIOA program (approved effective 11/27/18; previously limited to $3,000/year,
$6,000 maximum as of 11‐13‐12).
The One‐Stop Operator may file an appeal with the NWTNWB Executive Director for additional time/funding for
the participant for extenuating circumstances that prohibit successful completion.
A Needs Assessment/Financial Aid Worksheet, identifying costs and financial aid information, and staff
authorizing the ITA, must be completed prior to authorizing funding. The AJC staff should provide career
guidance; however, the participant’s choice for a training provider must be observed.

Funding Criteria for ITAs
The process a participant goes through to select a program of study and the process the Career Advisor follows
to establish whether or not the participant is eligible for training assistance goes well beyond the process of
determining if a person meets the minimum general qualifications to be determined financially eligible for
WIOA.
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In order to make a career decision, the participant will go through a series of assessments and career
exploration exercises in order to establish the appropriateness of training. Career decision making should rely
heavily on the Local Labor Market Information, focusing on future job growth. If there is no local demand, then
the participant must be able to establish a viable plan for relocation to an area where the occupation is in
demand before training can be approved. This plan must be documented within the case narrative section and
on the Individual Service Strategy (ISS).
In order for and ITA to be used to pay for training, a number of questions have to be addressed.
1. Is the program of study selected on the Eligible Training Provider List (ETPL)? Has the program been approved
by the local board? Anyone seeking training Out‐of‐State must document that the Out‐of‐State provider and
program is listed on the eligible training provider list of the state in which it is located.
2. Does the program lead to a certificate as defined in TEGL 17‐05 issued on February 17, 2006? It is the policy
of our Local Board to not use local WIOA training funds for refresher courses or other training which does not
lead to a certificate as defined in TEGL 17‐05 issued on February 17, 2006. Although some of these types of
training may be listed on the ETPL, our Local Board has elected to not use WIOA Title I training funds for these
types of programs. We are not to use training funds to re‐train a person in a program for which they already
possess the certificate.
Example: A person who currently holds a Class A CDL will not be eligible to receive NWTNWB training funds to
attend a commercial truck driving training program. A person who has an active LPN license will not be eligible
to receive training funds to attend a LPN training program. In both instances, the training would be considered
re‐training for the occupation for which they already hold the certificate and therefore, not eligible for local
training funds.
3. Is the program of study going to lead to a job in a documented demand occupation in the local or regional
area to which the individual is willing to relocate or commute?
4. Is the program of study selected appropriate for the individual? Appropriateness of training should be based
on assessment results. If it appears to be incongruent with the assessment results, the ISS must address and
explain on what basis the career decision was made
5. Is the program a Pell eligible program? If so, has the applicant/participant applied for Pell and other State
Grant Awards (SEOG & TSAC)? Is the applicant/ participant potentially eligible for other sources of funding such
as TN Promise, TN Reconnect, etc.?
Note: A participant may enroll in WIOA‐funded training while his/her application for a Pell grant is
pending. This enrollment is permitted as long as the Career Service Provider (CSP) has made arrangements with
the training provider and the WIOA participant regarding allocation of the Pell grant if it is subsequently
awarded. In that case, the training provider must reimburse the CSP all WIOA funds used to underwrite the
training for the amount that the Pell grant covers (WIOA Section 134(c)(3)(B(ii)). Reimbursement is not required
from the portion of Pell grant assistance disbursed to the participant for education‐related expenses.
6. After Pell, SEOG and TSAC are applied to the cost of the training, is there any unmet need remaining? If not,
there is nothing the NWTNWB will pay unless the participant is eligible for supportive services which may be
available, such as transportation, child care, etc.
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7. If Pell, SEOG, TSAC and WIOA do not cover all the costs of training, does the participant have a plan to pay for
the difference? The plan to pay for all uncovered costs must be documented in the case narrative. Supporting
documentation should be obtained as appropriate.
In addition to the above items, the following criteria must also be met in order for participants to be approved
for, and continue to receive, funding for occupational skills training and associated supportive services:
For New Participants Only
1. Potential participants must be residents of, or dislocated from an employer located in, a county located within
the local service area.
2. Potential participants must register in Jobs4TN or update an existing account.
3. Potential participants must complete all steps of the assessment and enrollment.
4. Potential participants must be currently enrolled, or accepted into, an institution and training program that is
listed on the Eligible Training Provider List. The Career Advisor will use the eligible training provider list for the
state in which the institution is located.
5. The training program must be linked to an in‐demand occupation as determined by the Career Advisor
through the use of the EMSI system or other documentation as appropriate.
6. For training programs leading to a career in an occupation requiring licensure, participants must meet the
criteria outlined in the Licensed Occupations Eligibility Policy.
7. Potential participants must be able to complete the training program within two years. For those attending
four‐year institutions, they must have earned approximately 60 credit hours and / or reached junior status in
order to be eligible for funding.
Note: Participants with less than 60 earned credit hours who anticipate completing training within two
years must demonstrate and provide detailed documentation as to how they will complete training within the
two year period.
Exception: In‐School Youth who transition to Out‐of‐School Youth may receive travel stipends for the entire
four‐years at a four‐year institution.
For New and Current Participants
1. Participants must meet full‐time enrollment criteria according to the institution and program. Up to half of
participants’ credit hours may be for developmental / remedial classes.
Note: For institutions / programs that do not require coursework for the summer term, a participant
may still choose to take courses during this time. Participants who choose to take classes during the summer
term can take any number of credit hours as long as they are still following their plan of action to graduate, and
as long as they still have ITA money available. Participants are not required to take 12 hours to be considered
full‐time in the summer.
2. Participants must be in good academic standing and maintain satisfactory progress according to the
institution’s policy. If the participant falls below good standing, they must return to school without funding until
they get back in good standing. Once they return to good standing status, the career advisor may apply funding
again.
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3. Participants may only receive funding once. If participants fail, or drop out of a class that has been paid for
by, they must retake the class on their own, without funding, including travel.
4. Participants who drop a class and fall below full‐time, without approval from their Career Advisor, must
successfully complete the next term on their own, including travel, before they can receive funding again.
5. Participants attending Pell‐eligible training institutions must complete the FAFSA and CANNOT be in default
on any federal financial aid (i.e. Pell grants).
Funding Criteria for Licensed Occupations
Clients being considered for licensed professional occupational training should have good prospects for finding
and keeping employment in the field. Based on research of area employers, the following conditions must be
met for a client to be considered for financial assistance for any unmet need for occupations that require
licensure prior to employment in the field.
All Licensure Occupations:
1. No felony convictions for any crime in the past ten (10) years. The ten (10) years is calculated from the date
they were convicted of the crime. To check for felony convictions AJC Staff must check the Tennessee Bureau of
Investigation Felony Offender Search website ‐ https://apps.tn.gov/foil/search.jsp.
2. No DUI convictions in the past ten (10) years.
3. No sex offender registration within the last ten (10) years. To check for sex offender registry status WIOA
Staff must check the National Sex Offender Search website ‐ https://www.nsopw.gov/en‐US.
If the conviction did not occur in the most recent 10 years, an appeal must be filed with the Career Service
Provider for consideration for funding.
Truck Driving Specific Requirements
1. The applicant must supply a Medical Examiner’s Certificate of a DOT Physical, and proof of drug screen, both
performed no more than thirty (30) days prior to date of WIOA eligibility.
2. The applicant must supply a copy of a Motor Vehicle Report (MVR) that is no more than ten (10) days prior to
the date of WIOA eligibility.
3. Driver’s license must not have been suspended or revoked in the last three (3) years.
4. No reckless or careless driving violation within the last three (3) years.
5. No more than three (3) moving violations in the last three (3) years.
6. No more than one (1) “at fault” accidents in the last three (3) years.
Certified Nurse Assistant/ Patient Care Technician
All applicants who want to attend Certified Nurse Assistant Training or the Patient Care Technician program will
have completed 8 hours of job shadowing and orientation scheduled by the training provider to make sure
he/she has a clear understanding of the responsibilities of employment and will be successful in the position.

Appeal Process
If the applicant chooses to appeal a condition of eligibility, an appeal must be completed by the applicant and
submitted to Executive Director of the Career Service Provider. Appeals denied by the Career Service Provider,
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may be appealed to the One‐Stop Operator. In the case where an applicant can provide a pre‐hire letter, this is
to be included with the Appeal.
When to File an Appeal
1. If an individual is denied funding for training because a staff person determines that an individual is not in
need of training due to the individual being marketable, able to work in the field, and the expected wages per
EMSI are enough for the person and his / her family to be self‐sufficient, then the individual may choose to file
an appeal.
2. If the customer has a felony over 10 years old and intends to attend a training program for an occupation
which requires a license, such as a truck driver, nurse, or teacher, the customer must file an appeal.

Payment of ITAs & Refund Policy
Invoices are due no later than 30 days past the Term Begin Date. Prior to the submission of invoices, the
institution’s Financial Aid Representative will review the information provided in Needs Assessment/Financial
Aid Worksheet:
1. If changes have occurred that would reduce Unmet Need (additional aid was received, student dropped
hours, etc.), corrections should be made to the form and initialed by the Financial Aid Representative prior to
signing. Any over payment of Unmet Need could result in audit finding for the program and the Training
Provider.
2. If changes have occurred that would increase Unmet Need (book price increase, test fee left off, tuition
increase after authorized, etc.), no changes will be made for this term.
If the form is accurate, it should be signed, dated and forwarded to the Account Billing Representative for the
Training Provider.
NOTE: If the Financial Aid Representative fails to accurately report financial aid that the student receives, the
payment to the Training Provider will be reduced by the amount not reported. It will be the responsibility of
the Training Provider to collect any over payment made to the student.
The Account Billing Representative will review the information provided for accuracy and verify at least one day
attendance of registered classes prior to dispersing funds to the student and prior to billing for the ITA.
The Needs‐Based Scholarship Amount Authorized should be applied to Tuition/Fees first. Remaining funds may
be dispersed to the student for other costs after confirming that the student has attended all classes at least
once for the number of registered hours listed in the Student Needs Assessment and Financial Aid Worksheet.
If the student drops below the agreed upon registered hours prior to attending first day of class for registered
hours and funds have not been dispersed, the Training Provider has an obligation to place a hold on funds and
notify AJC Staff member that the Unmet Need must be recalculated/reduced.
If the student drops below the agreed upon registered hours after attending the first day of class for registered
hours and funds have been dispersed, the Training Provider should return any applicable refund to WIOA, but
will not be held accountable for funds dispersed to the student. The student will be penalized by WIOA the
upcoming semester.

Exceptions to the Use of ITAs
In accordance with TDLWD’s American Job Center Individual Training Account Use guidance, Tennessee
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recognizes limited exceptions to the use of ITAs. Contracts for services may be used instead of an ITA only when
one or more of these exceptions apply (WIOA Section 134(c)(3)(G)(ii)):
1) The services provided are OJT, customized training, incumbent worker training, or transitional jobs;
2) The LWBD determines that there are an insufficient number of Eligible Training Providers in the local area to
accomplish the purpose of a system of ITAs;
3) The LWDB determines that in the area there is a training‐services program of demonstrated effectiveness
offered by a community‐based organization or other private organization to serve individuals with barriers to
employment;
4) The LWDA determines that the most appropriate training could be provided by an institution of higher
education to train multiple individuals for jobs in sector‐demanded occupations, provided this does not limit
customer choice; or
5) The LWDA is considering entering into a pay‐for‐performance contract and the LWDA ensures that the
contract is consistent with 20 CFR 683.510.
In order to determine the effectiveness demonstrated by a community‐based organization or other private
organization, particularly as it applies to the special participant population to be served, the NWTNWB will
evaluate the following:
A) Financial stability of the organization;
B) Demonstrated performance in measures appropriate to the program; and
C) The relevance of the specific program to LWDA needs identified in the local area
Reference: 20 CRF 680.320(a)(3); 20 CFR 680.340(f); WIOA Section 122(d)
Related TDLWD Policy: AJC Individual Training Account Use Guidance (pages 1 and 2‐3)
Vetted and Approved by the Northwest Tennessee Workforce Board: November 27, 2018

Jennifer Bane, Executive Director
Northwest Tennessee Workforce Board
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Supportive Services
Effective Date: November 27, 2018
Duration: Indefinite
Purpose: To provide policy for providing supportive services for eligible participants.
Policy: The Northwest TN Workforce Board, through the regional planning process and in compliance with
TDLWD policy, recognizes that Supportive Services are limited and must be leveraged with other local and state
resources. Supportive services should only be provided when the services are not available elsewhere, since
WIOA is considered funding of last resort. Funds allocated to a local area (WIOA Section 133) may be used to
provide supportive services to Adults and Dislocated Workers who:
(1) Are participating in programs with activities authorized in WIOA Section 134(c)(1)(A)(ii) or WIOA Section
134(c)(1)(A)(iii);
(2) Have exited and need post‐program support services as follow‐up (for up to 12 months after exit); and
(3) Are unable to obtain such supportive services through other programs providing such services.
Supportive services for youth, as defined in WIOA Section 3(59), are services that enable an individual to
participate in WIOA activities.
Participants in WIOA programs who face significant barriers to employment, such as recipients of public
assistance, low‐income individuals, or individuals who are basic skills deficient, should be given service according
to their level of need.
Supportive Services are not entitlements and must be supported by demonstration of financial need. The
participant’s need for services will be documented in the case file; participants enrolled in individualized career
or training services and must demonstrate need in the Individual Employment Plan or Individual Service
Strategy. When multiple options are available for receiving supportive services, documentation must show a
reasonable effort was made to determine and choose the lowest, competitively priced service available.
Support services activities and supporting case notes will be entered into VOS by AJC staff.

Allowable Support Services
The allowable support services as described below will be made available in the following manners:
Referral and Coordination
The One‐Stop Operator and Service Providers shall ensure procedures are in place to coordinate support
services through community partner referral to avoid duplication for the following:







linkages to community services;
assistance with childcare and dependent care;
assistance with housing;
reasonable accommodations for youth with disabilities;
legal aid services;
referrals to healthcare;

Payments on Behalf of Participants
The following support services will be paid on behalf of the participant, directly by the service provider, or as a
reimbursement to the participant, depending on the needs of the participant. Duration, unless otherwise noted,
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is limited to approved terms of participation in occupational skill training (i.e. up to two years). Amounts are
limited to actual cost, subject to maximum limitations set out in this policy. Documentation of support service
costs, issued by the training provider and / or vendor, must be maintained in the participant’s case file.






assistance with uniforms or other appropriate work attire and work‐related tools, including such items
as eye glasses and protective eye gear;
assistance with books, fees, school supplies, and other necessary items for students enrolled in
postsecondary education classes;
assistance with educational testing;
payments and fees for employment and training‐related applications, tests and certifications.
Work related support service up to $300 one time only payment for uniforms, drug screens,

background checks, supplies, etc. needed to be successful in work experience activities.
Direct Payments to Participants
The following support services will be paid directly to the participant. Duration is limited to approved terms of
participation in occupational skill training or first 30 days of employment related activities.
Transportation assistance

The LWDA will provide transportation assistance for an eligible WIOA participant attending an LWDA approved
training provider and program for occupational skills training or for Out‐of‐School youth to the worksite for the
first 30 days of employment. The transportation assistance will be paid through a stipend payment paid at
intervals consistent with the training provider terms or a one‐time only payment for Out‐of‐ School youth in
work experience. Out of School Youth who transitioned from an In‐ School Youth Program and choose a
University Parallel program of study may receive support services, including transportation assistance, in order
to complete the goals established in the individual service strategy. Subsequent ITA funding will require the
participant, program and provider to meet all local/state criteria.
The payment will be based on $.15 per mile one‐way unit per day (converted to roundtrip). Participants
receiving transportation assistance from another organization (i.e. Workforce Essentials) are not eligible to
receive a full transportation stipend from WIOA. As last dollar funds, all other programs must pay first before
WIOA funds can be authorized.
In the event that a participant is receiving travel funding from another program, the total amount anticipated to
be received in transportation assistance from the other agency must be deducted from the transportation
assistance amount WIOA expects to pay.
To be eligible for this stipend, one must be in good standing and making satisfactory progress, be a fulltime
student with no more than 1/2 of the credit hours being for remedial / developmental classes (Adults and
Dislocated Workers ONLY ‐ does not apply to Youth), must not drop or be removed from a course without
notifying and providing needed information to the WIOA staff member regarding this action, etc.
Participants may receive a travel stipend for the first 30 days of a work experience activity to offset their gas
expenses until they have received one month of pay, at which time, they should have been able to budget
money out of their paychecks to pay for their own gas expenses.
Needs‐Related Payments (currently suspended due to funding limitations)

Needs‐related payments provide financial assistance to participants for the purpose of enabling them to
participate in training and are a supportive service authorized by WIOA sec. 134(d)(3). Unlike other supportive
services, in order to qualify for needs‐related payments a participant must be enrolled in training. Needs‐related
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payments may be paid while a participant is waiting to start training classes if the participant has been accepted
in a training program that will begin within 30 calendar days. The Governor may authorize local areas to extend
the 30‐day period to address appropriate circumstances.
Eligibility Criteria in order to be eligible for needs‐related payments:
Adults must:
(a) Be unemployed;
(b) Not qualify for, or have ceased qualifying for, unemployment compensation; and (c) Be enrolled in a program
of training services under WIOA sec. 134(c)(3).
Dislocated Workers must:
(a) Be unemployed, and:
(1) Have ceased to qualify for unemployment compensation or trade readjustment allowance under
TAA; and
(2) Be enrolled in a program of training services under WIOA sec. 134(c)(3) by the end of the 13th week
after the most recent layoff that resulted in a determination of the worker's eligibility as a dislocated worker, or,
if later, by the end of the 8th week after the worker is informed that a short‐term layoff will exceed 6 months; or
(b) Be unemployed and did not qualify for unemployment compensation or trade readjustment assistance under
TAA and be enrolled in a program of training services under WIOA sec. 134(c)(3).
Youth must:
(a) be co‐enrolled into either the Adult or Dislocated Worker programs to qualify for Needs‐Related Payments.
Documentation of all eligibility criteria is required and must be maintained in the participant’s case file.
Level of Needs‐Related Payments
Per § 680.970, the level of needs‐related payments is determined as follows:
(a) The payment level for Adults must be established by the Local WDB.
(b) For Dislocated Workers, payments must not exceed the greater of either of the following levels:
(1) The applicable weekly level of the unemployment compensation benefit, for participants who were
eligible for unemployment compensation as a result of the qualifying dislocation; or
(2) The poverty level for an equivalent period, for participants who did not qualify for unemployment
compensation as a result of the qualifying layoff. The weekly payment level must be adjusted to reflect changes
in total family income, as determined by Local WDB policies.
Methodology ‐ The Northwest TN Workforce Board has authorized weekly needs‐based payments for Adults and
Dislocated Workers based on the amount needed for the participant and his / her family to reach the poverty
level for the family size, to be adjusted as family income changes, and not to exceed:
(a) The maximum weekly unemployment compensation benefit amount of $275 for individuals who have not
been determined eligible to receive unemployment benefits.
(b) The applicable weekly level of the unemployment compensation benefit, for participants who were eligible
for unemployment compensation as a result of the qualifying dislocation.
Example: An applicant is made eligible as an Adult participant as part of a family of four in accordance with the
guidelines set forth in the WIOA and relate federal, state, and local guidance. The participant’s total family
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income is $15,575 per year. The family income is deducted from the poverty level for the family size and
converted to weekly rate for needs‐related payments as shown below.
$24,300 per year (Poverty Level for a Family of 4) ‐ $15,575 per year (Total Annual Family Income)
$8,725 per year (Amount Needed per Year)
$8,725 per year / 52 Weeks per Year = $167.79 Needed per Week
The participant is eligible to receive the full $167.79 per week since it is less than the maximum weekly
unemployment benefit of $275, and the individual has not drawn unemployment.

Exceptions to Support Services Limits
The One‐Stop Operator may grant exceptions to the limits established for supportive services by submitting a
written request for individual need, including supporting documentation, to the Executive Director of the
Northwest TN Workforce Board. A decision will be rendered within 5 working days.

Unallowable Support Services
Support services may not be used to pay for expenses incurred prior to the participant’s enrollment into the
WIOA program. Program Management approval is required and should be documented. Advances against
future payments are not allowed. Examples of unallowable services include, but are not limited to:
• Fines and penalties such as traffic violations, late finance charges, and interest payments
• Entertainment, including tips
• Contributions and donations
• Vehicle or mortgage payments
• Refund deposits
• Alcohol or tobacco products
• Pet food
• Items to be purchased for family or friends
• Out‐of‐state job search and relocation expenses that will be paid by the prospective employer
Reference: 20 CFR 680.900; 20 CFR 680.970; 20 CFR 681.570; WIOA Section 106(c)(1)(F)
Related TDLWD Policy: LWDA Supportive Services Guidance 5‐8‐17 (pages 2 and 4)
Vetted and Approved by the Northwest Tennessee Workforce Board: November 27, 2018

Jennifer Bane, Executive Director
Northwest Tennessee Workforce Board
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Note: Please see updated Self-Sufficieny
Chart below.

PROPOSED SELF-SUFFICIENCY CHART

Family
Size
1
2
3
4
5
6
7
8
9
10
11
12

Size
1
2
3
4
5
6
7
8
9
10
11
12

Non-Metro
Higher of Poverty
or LLSIL
Percent
$ 12,140.00
200%
$ 16,460.00
175%
$ 20,780.00
175%
$ 25,549.00
175%
$ 30,151.00
175%
$ 35,260.00
175%
$ 40,369.00
175%
$ 45,478.00
175%
$ 50,587.00
175%
$ 55,696.00
175%
$ 60,805.00
175%
$ 65,914.00
175%

Effective as of 11/01/2018

Annualized Income Weekly Earnings Hourly Wage
$
24,280.00 $
466.92 $
11.67
$
28,805.00 $
553.94 $
13.85
$
36,365.00 $
699.33 $
17.48
$
44,710.75 $
859.82 $
21.50
$
52,764.25 $
1,014.70 $
25.37
$
61,705.00 $
1,186.63 $
29.67
$
70,645.75 $
1,358.57 $
33.96
$
79,586.50 $
1,530.51 $
38.26
$
88,527.25 $
1,702.45 $
42.56
$
97,468.00 $
1,874.38 $
46.86
$
106,408.75 $
2,046.32 $
51.16
$
115,349.50 $
2,218.26 $
55.46

Metro - Crockett and Tipton County Only
or LLSIL
Percent Annualized Income Weekly Earnings Hourly Wage
$ 12,140.00
200% $
24,280.00 $
466.92 $
11.67
$ 16,460.00
175% $
28,805.00 $
553.94 $
13.85
$ 21,162.00
175% $
37,033.50 $
712.18 $
17.80
$ 26,126.00
175% $
45,720.50 $
879.24 $
21.98
$ 30,835.00
175% $
53,961.25 $
1,037.72 $
25.94
$ 36,063.00
175% $
63,110.25 $
1,213.66 $
30.34
$ 41,291.00
175% $
72,259.25 $
1,389.60 $
34.74
$ 46,519.00
175% $
81,408.25 $
1,565.54 $
39.14
$ 51,747.00
175% $
90,557.25 $
1,741.49 $
43.54
$ 56,975.00
175% $
99,706.25 $
1,917.43 $
47.94
$ 62,203.00
175% $
108,855.25 $
2,093.37 $
52.33
$ 67,431.00
175% $
118,004.25 $
2,269.31 $
56.73

