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Workforce Innovation and Opportunity Act 





Supplemental Wage 
Policy and Procedures

No individual in the United States may, on the basis of race, color, religion, sex, national origin, age, disability, or political affiliation or belief, or, for beneficiaries, applicants, and participants only, on the basis of citizenship or participation in any WIOA Title I-financially assisted program or activity, be excluded from participation in, denied the benefits of, subjected to discrimination under, or denied employment in the administration of or in connection with any WIOA Title-I financially assisted program or activity.
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Subject
Supplemental Wage Information Collection

Description
The Northeast Workforce Development Board (NEWDB) provides this issuance as guidance for the use of supplemental wage information, when appropriate, to assist in carrying out the performance accountability requirements under Section 116 for the WIOA Title I Programs and the Wagner-Peyser Employment Services as amended by Title III.

Section 116 of the Workforce Innovation and Opportunity Act (WIOA) establishes performance accountability indicators and performance reporting requirements to assess the effectiveness of the Northeast Area in achieving positive outcomes for the individuals served. Since these performance indicators require reporting on all participants and eligibility to participate in any of the programs  under WIOA and eligibility is not contingent upon the individual providing a Social Security Number (SSN), there are challenges the core programs face in tracking the progress of individuals for whom obtaining a quarterly wage record match may not be possible.

Direct Unemployment Insurance (UI) wage match, obtained through either Oklahoma UI data or the out-of-state wage record data exchange, via appropriate data sharing agreement, will be the primary data source for verifying participant outcomes for purposes of calculating levels of performance for the employment-related indicators and will be used when available.

Supplemental wage information and wage data obtained from either the participant or the participant’s employer may be utilized to collect employment-related data as necessary for calculating levels of performance. Program participants for which a direct record match may not be available include, but are not limited to:

· Federal employees;
· Military employees;
· Individuals who are self-employed;
· Individuals who do not provide a SSN; or
· Individuals who engage in employment that is excluded from employer tax filings covered under federal and state UI laws
The optimal time to collect supplemental wage information is immediately following the second and fourth full quarters after exit. There is a greater likelihood of a lower response rate which results in missing or inaccurate data the more time that elapses before the participants are contacted after they exit the program. The table below illustrates the timeline for supplemental wage data collection:


	Timeline for Data Collection

	Performance Indicatora
	UI Wage Data Becomes Available
	Collection of Supplemental Wage Information May Begin

	Employment Rate – Second Quarter after Exit (including Title I Youth)
	
During third or fourth quarter after exit
	
Beginning third quarter after exit

	Employment Rate – Fourth Quarter after Exit (including Title I Youth)
	During fifth or sixth quarter after exit (first or second quarter, next program year)
	
Beginning fifth quarter after exit

	Median Earnings – Second Quarter after Exit
	During third or fourth quarter after exit
	Beginning third quarter after exit

	Credential Attainment – within 1 Year after Exit
	During second or third quarter after exit
	Beginning second quarter after exit



Supplemental wage information may be acquired in an interview by Wagner-Peyser or Title I staff with the participant or the participant’s employer. Supplemental wage information must be collected quarterly after exit for the previous quarter. This information is to be reported in the participant’s applicable program enrollment in OKJobMatch under the “Program Details Wages Section”. Support documentation is to be uploaded into OKJobMatch, and include the following information:

· Quarter for which data is being collected
· O*NET – Standard Occupation Classification (SOC)
· NAICS – North American Industry Classification System
· FEIN – Federal Tax Identification Number
· Employer
· Company City
· Company State
· Source of Supplemental Data
· Total Earnings for Quarter


	Quarter 1
	
	Quarter 2
	
	Quarter 3
	
	Quarter 4

	July
	Aug
	Sep
	
	Oct
	Nov
	Dec
	
	Jan
	Feb
	March
	
	April
	May
	June



One “Acceptable Source Document” for supplemental wage information listed below is required.  It must be uploaded into the participant’s case file in OKJobMatch as an Enrollment documentation item type and a Validation document type for the applicable enrollments.

Tax documents, payroll records, and employer records such as:
· Copies of quarterly tax payment forms to the Internal Revenue Service, such as a Form 941 (Employer’s Quarterly Tax Return);
· Copies of pay stubs (minimum of two pay stubs); or
· Signed letter or other information from employer on company letterhead attesting to an individual’s employment status and earnings.

Other supplemental wage records:
· Income earned from commission in sales or other similar positions;
· Automated database systems or data matching with other partners with whom data sharing agreements exist;
· WIOA Partner’s administrative records that contain required employment and wage information, such as current records of eligibility for programs with income-based eligibility (e.g., Temporary Assistance for Needy Families (TANF) or Supplemental Nutrition Assistance Program (SNAP); or
· WIOA Participant Supplemental Wage Quarterly Exit Data Collection Form, reference the OWDI # 21-2017, Change 1 or current issuance;
· Self-employment worksheet signed and attested to by the program participants, reference the OWDI # 21-2017, Change 1 or current issuance. Earnings (or net profit) can be calculated by subtracting total expenses from gross receipts. Not all self-employed individuals receive a salary, but the funds that represent income over expenses that are available to be invested back into the business are considered earnings.

Participants who provide a SSN and have exited a program but for whom information is not yet available are not included in performance calculations until such data subsequently becomes available. There is a two-quarter lag built into the reporting periods to allow time for reporting participant exits and direct UI wage record match, and for obtaining supplemental wage information not yet available. It is not necessary for supplemental wages to be collected on those clients that should have wages collected by direct wage match. However, it is imperative to closely monitor these participants to verify direct UI wage data once the allotted timeframe has passed to ensure that wage data is available and supplemental wage collection is not needed.

Example: If a participant exits the program between July 1, 2016 and September 30, 2016 (first quarter of program year (PY) 2016) for the Employment Rate – Second Quarter After Exit data.

· The Employment Rate information collected (employer and wage) will be for third quarter of PY 2016 (January 1, 2017 – March 31, 2017).
· Supplemental Wage Collection may begin the fourth quarter of PY 2016 (April 1, 2017 – June 30, 2017).

· UI wage data will become available either the third or fourth quarter after exit (April 1, 2017 – June 30, 2017 or July 1, 2017 – September 30, 2017).
· The participant will not be included (reported) in the Employment Rate – Second Quarter after Exit until the quarterly report for the quarter ending September 30, 2017 (first quarter of PY 2017) and the annual report for PY 2017 for the period ending June 30, 2018.

	Reporting Data for Employment-Related Performance Indicators Timeline

	Exit Quarter
	Report Employment Rate – 2nd Quarter (including Title I
Youth) by End of:
	Report Employment Rate – 4th Quarter (including Title I
Youth) by End of:
	Report Median Earnings by End of:
	Report Credential Attainment (Employment) – within 1 Year after Exit by End of:

	First Quarter (Q1)
(July 1 – September 30)
	Q1,
Next Program Year (four quarters later)
	Q3,
Next Program Year (six quarters later)
	Q1,
Next Program Year (four quarters later)
	Q3,
Next Program Year (six quarters later)

	Second Quarter (Q2)
(October 1 – December 31)
	Q2,
Next Program Year (four quarters later)
	Q4,
Next Program Year (six quarters later)
	Q2,
Next Program Year (four quarters later)
	Q4,
Next Program Year (six quarters later)

	Third Quarter (Q3)
(January 1 – March 31)
	Q3,
Next Program Year (four quarters later)
	Q1,
Second Program Year After Exit
(six quarters later)
	Q3,
Next Program Year (four quarters later)
	Q1,
Second Program Year After Exit
(six quarters later)

	Fourth Quarter (Q4)
(April 1 – June 30)
	Q4,
Next Program Year (four quarters later)
	Q2,
Second Program Year After Exit
(six quarters later)
	Q4,
Next Program Year (four quarters later)
	Q2,
Second Program Year After Exit
(six quarters later)



Career Managers must inform participants at their program entrance about the supplemental wage information follow-up process. Information regarding the Supplemental Wage Follow-Up policy can be found in the Client Involvement Statement in the Individual Employment Plan Policy. Career Mangers must collect multiple forms of contact information, including, phone number, email address and two alternate contacts. Participants must provide new addresses and phone numbers when they move. Career Managers must verify the contact information during the quarterly in person visit while the participant remains enrolled in the program.

The following must be considered when collecting supplemental information for purposes of calculating levels of performance for the employment-related indicators:

· It is required to report a participant’s status in unsubsidized employment during the second and fourth quarter after exit.
· It is required to report a participant’s quarterly earnings during the second quarter after exit in order to calculate the median earnings performance indicator.
· If supplemental wage information is used to determine employment status in the second quarter after exit, then supplemental wage information must be used to determine median earnings in the second quarter after exit. There are no requirements to use supplemental wage information across multiple reporting periods (second and fourth quarters after exit) in the event an individual’s employment status has changed.
· OKJobMatch will utilize direct wage records when available for performance reporting even if supplemental wage information is available in the system, since direct wage match yields the most reliable data.
· A participant’s quarterly earnings used for reporting the median earnings indicator second quarter after exit only reflects those wages that are actually paid to (or earned by) the participant during the quarter, not projected amounts, and is representative of the participant’s regular hours and earnings.
· Wages include all compensation for services including commissions, bonuses, the cash value of all compensation in any medium other than cash, dismissal payments, gratuities received, and wages earned but not actually paid (i.e., distribution of an employer’s assets for the benefit of creditors or garnishment for child support payments, etc.)
· Participants who do not have the necessary data to complete a wage record match and do not collect supplemental wage information are still included in the employment status performance calculations as a negative for the applicable quarter after exit.
· Participants will be excluded from the median earnings indicator calculation if the employment rate second quarter after exit is a negative.

It is extremely important to remind participants during the exit interview that they or their employers may be contacted to obtain confirmation of employment status and earnings, and to explain the expected timeframe for those follow-up contacts. Collection of supplemental wage information will occur during follow-up. If supplemental wage information is used to determine employment status in second quarter after exit, then supplemental wage information is collected during follow-up.

Participants, in collaboration with the career manager, are required to complete the following forms that apply (Attachment A-D):
· Applicant statement;
· WIOA Participant Supplemental Wage Quarterly Exit Data Collection form;
· Supplemental Wage Self-Employment Verification form.
· Wage Conversion

REFERENCES:
· The Workforce Innovation and Opportunity Act (WIOA) Section 116
· Federal Register/Vol. 81. No.161, Parts 677
· U.S. Department of Labor/Employment and Training Administration Training and Employment Guidance Letter (TEGL) No. 26-16
· U.S. Department of Labor/Employment and Training Administration Training and Employment Guidance Letter (TEGL) No. 10-16

[bookmark: _Hlk14952594]BABEL NOTICE: (29CFR 38.9(g)(3)): This document contains vital service information. If English is not 
your preferred language, please contact:

Northeast Workforce Development Board		
Jeremy Frutchey, EO Officer				
1503 N Lynn Riggs Blvd, Ste. D				
Claremore, OK 74017					
Phone:  918.907.0902 or Cell: 405.269.2821		
Email: Jeremy.frutchey@northeastworkforceboard.com

or,	
State Equal Opportunity Officer
Oklahoma Office of Workforce Development
[bookmark: _Hlk28933520]Ferris Barger
900 N Portland Avenue, BT 300
Oklahoma City, OK 73107
Office: 405.208.2519
[bookmark: _Hlk27739639]Email: Ferris.barger@okcommerce.gov
												
To enable telephone conversation between people with speech or hearing loss and people without 
speech or hearing loss please call Oklahoma Relay at 711 (http://www.oklahomarelay.com/711.html) 
or TDD/TTY: 800-722-0353. 


EQUAL OPPORTUNITY AND NONDISCRIMINATION STATEMENT: 
All Recipients, and Sub-recipients/Sub-grantees must comply with WIOA’s Equal Opportunity and Nondiscrimination provisions which prohibit discrimination on the basis of race, color, religion, sex (including pregnancy, childbirth, and related medical conditions, transgender status, and gender identity), national origin (including limited English proficiency), age, disability, political affiliation or belief, or, for beneficiaries, applicants, and participants only, on the basis of citizenship status or participation in a WIOA Title-I financially assisted program or activity.

ATTACHMENTS:
Attachment A:  Applicant statement
Attachment B:  WIOA Participant Supplemental Wage Quarterly Exit Data Collection form
Attachment C:  Supplemental Wage Self-Employment Verification form.
Attachment D:  Wage Conversion


         Approved by NEWDB 5/2/2018














Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
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ATTACHMENT  A   Applicant Statement  

IDENTIFYING INFORMATION  

    

Applicant’s Name:                                    

 Last  First  MI   

Participant ID:             Application Date:              

  Family is two or more persons related by blood, marriage, or decree of court, who are living in a  single residence .        Married C ouple & Dependent Children      Parent or Guardian & Dependent Children      Married Couple  

 

Applicant Statement:  

Please provide a brie f description on your  lack of or unverifiable  income,   the income documentation limitations , and how you have  been supported  for the 6 - m o nth period prior to application . If unable to obtain a satisfactory witness, please explain below.     

 

 

 

 

 

 

I  hereby certify, under penalty of perjury, that t he information stated above is true and accurate, and I understand that the above  information, if  mis represented, or incomplete, may be grounds for immediate termination and/or penalties as specified by law.                                                 Applicant’s Signature                                                                                          Date  

Corroborative Witness Statement:   

Please provide a brief description   below   describing your knowledge  of the above participants  household income as you understand it:  

 

 

 

 

 

I hereby certify, under penalty of perjury, that the   information stated above is true and accurate, and I understand that I am a  corroborating witness and that I possess the knowledge to validate the participants statement as listed above.                                         Witness’ Signature                                                     Witness Printed Name                                                                    Date                           Witness’ Relationship to App licant                                                                                   Witness’ Contact Information  

Office Use Only  

The above applicant statement is being utilized for documentation of low income for eligibility purposes, I have reviewed all   documentation sources and documentation limitations with the participant and the corroborative witness.                                     Case Manager Signature                                                                                                                                                          Date  
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ATTACHMENT A





Applicant Statement

		IDENTIFYING INFORMATION



		

		

		

		



		Applicant’s Name:

		     

		     

		     

		



		

		Last

		First

		MI

		



		Participant ID:

		     

		Application Date:

		     

		



		

Family is two or more persons related by blood, marriage, or decree of court, who are living in a single residence.  

· Married Couple & Dependent Children

· Parent or Guardian & Dependent Children

· Married Couple



		



		Applicant Statement:



		Please provide a brief description on your lack of or unverifiable income, the income documentation limitations, and how you have been supported for the 6-month period prior to application. If unable to obtain a satisfactory witness, please explain below.  



		



		



		



		



		



		



		I hereby certify, under penalty of perjury, that the information stated above is true and accurate, and I understand that the above information, if misrepresented, or incomplete, may be grounds for immediate termination and/or penalties as specified by law. 





                                        Applicant’s Signature                                                                                          Date



		Corroborative Witness Statement: 



		Please provide a brief description below describing your knowledge of the above participants household income as you understand it:



		



		



		



		



		



		I hereby certify, under penalty of perjury, that the information stated above is true and accurate, and I understand that I am a corroborating witness and that I possess the knowledge to validate the participants statement as listed above. 





                                Witness’ Signature                                                     Witness Printed Name                                                                  Date





                  Witness’ Relationship to Applicant                                                                                 Witness’ Contact Information



		Office Use Only



		The above applicant statement is being utilized for documentation of low income for eligibility purposes, I have reviewed all documentation sources and documentation limitations with the participant and the corroborative witness. 



                            Case Manager Signature                                                                                                                                                      Date



		







[bookmark: _GoBack]Equal Opportunity Employer/Program.  Auxiliary aids and services are available to individuals upon request.[image: ]
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