
 

 

 

LOCAL INSTRUCTION NUMBER 23-19 

To: Local Workforce Development Area 

Subject:  Follow-Up Services for WIOA Title I Program Par�cipants 

Issuance Date: 12/15/2023 

Effec�ve Date: 12/15/2023 
 
Background  To provide guidance regarding follow-up services for Workforce Innova�on and Opportunity Act 
(WIOA) Title I program par�cipants, including requirements for collec�on of supplemental wage data and SC 
Works Online Services (SCWOS) data entry requirements for employment-related training for WIOA Title I 
programs. 
References: 
• State Instruc�on 20-11 
• Catawba Statement of Work Adult, DW, and Youth 
• Workforce Innova�on and Opportunity Act, Public Law 113-128, 55 129(c)(2)(l),  
• 20 CFR 55 677.175, 678.430, 680.150, 681.460, 681.580 
• Training and Employment Guidance Leters (TEGLs) 10-16, Change 1; 19-16; 21-16; 26-16 

 
Background: Under WIOA, follow-up services are one of three types of career services authorized for adults and 
dislocated workers, and are a required element of youth program design. States and local areas must provide 
follow-up services for adults and dislocated worker par�cipants, who are placed in unsubsidized employment, 
for up to 12 months a�er the first day of employment. For WIOA youth, follow-up services must be provided for 
no less than 12 months a�er the comple�on of par�cipa�on. 

For the Adult, Dislocated Worker, and Youth programs authorized under WIOA Title l, the exit date is the last 
day of service. The last day of service cannot be determined un�l at least 90 days have elapsed since the 
par�cipant last received services that trigger par�cipa�on; services do not include follow-up services. 
Addi�onally, this also requires that there are no plans to provide the par�cipant with future services. 
South Carolina has volunteered to par�cipate in the Department of Labor's (DOL) Quarterly Report Analysis 
(QRA) pilot. The intent of the QRA is to improve data quality and provide consistent aggregate views of the 
state's data to iden�fy performance areas in need of improvement. Upon ini�al review of performance data, 
South Carolina met all expecta�ons with excep�on of training-related employment. DOL's benchmark for adult, 
dislocated worker, and youth training-related employment is 36%, 31%, and 20-70% respec�vely. However, 
South Carolina's program year 2019 performance levels for training-related employment were lower than 
an�cipated at 26.3% for adults, 20.4% for dislocated workers, and 24.2% for youths. 
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Policy: Follow-up career services are provided to ensure that adult and dislocated worker par�cipants are able 
to retain employment, obtain wage increases, and to advance in careers. Follow-up services to youth 
par�cipants are to ensure that youths are successful in employment or postsecondary educa�on and training. 

WIOA staff must document follow-up services in SCWOS by recording the appropriate ac�vity or service and 
entering an accompanying case note. The quarter for collec�ng follow-up data is determined by the quarter in 
which the date of exit occurs. For example, if the date of exit is between January 1st and March 31st, the first 
quarter a�er exit would be April 1st through June 30th. A follow-up contact must be completed within the 
quarter in which the contact is due. 

Adult Program and Dislocated Worker Program Par�cipants 

Follow-up services must be provided for adults and dislocated worker par�cipants who are placed in 
unsubsidized employment, for up to 12 months a�er the first day of employment. Services may begin 
immediately following placement into unsubsidized employment if it is expected that the par�cipant will not 
receive any future services other than follow-up services. Follow-up services include counseling regarding the 
workplace. 

Follow-up services do not extend the date of exit in performance repor�ng. Follow-up career services for the 
Adult and Dislocated Worker programs are not a qualifying service for the receipt of suppor�ve services, i.e., an 
individual who is only receiving follow-up services may not receive suppor�ve services. 

Youth Program Par�cipants 

Follow-up services are cri�cal services provided following a youth's exit from the program to help ensure the 
youth is successful in employment and/or postsecondary educa�on and training. All youth par�cipants must be 
offered an opportunity to receive follow-up services that align with their Individual Services Strategies OSS). 
Furthermore, follow-up services must be provided to all par�cipants for a minimum of 12 months unless the 
par�cipant declines to receive follow-up services or the par�cipant cannot be located or contacted. 
Follow-up services may include regular contact with a youth par�cipant's employer, including assistance in 
addressing work-related problems that arise. Follow-up services include the following program elements: 

 Suppor�ve services; 
 Adult mentoring; 
 Financial literacy educa�on; 
  Services that provide labor market and employment informa�on about in-demand industry sectors or 

occupa�ons available in the local area, such as career awareness, career counseling, and career 
explora�on services; and 

 Ac�vi�es that help youth prepare for and transi�on to postsecondary educa�on and training. 

The types of services provided, and the dura�on of services, must be determined based on the needs of the 
individual and therefore, the type and intensity of follow-up services may differ for each par�cipant. Follow-up 
services must include more than only a contact atempted or made for securing documenta�on in order to 
report a performance outcome. 
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Follow-up services may begin immediately following the last expected date of service in the Youth program 
when no future services are scheduled. 

Direct Unemployment Insurance Wage Match and Supplemental Wage Informa�on 

Two methods for collec�on of data for employment-related performance indicators are available for 
determining a par�cipant's status in unsubsidized employment and quarterly earnings: 

• Direct Unemployment Insurance (UI) Wage Match 

• Supplemental Wage Informa�on 

Direct UI wage match is the primary data source for verifying par�cipant outcomes for purposes of calcula�ng 
levels of performance for the employment-related indicators. Direct UI wage match must be used when 
available. UI wage records include private sector and government employer wage reports, such as: state 
government employment records, local government employment records, judicial employment records, and 
public school employment records. 

While most forms of employment in South Carolina's workforce are reported via employer tax filings in South 
Carolina's State Unemployment Insurance System (SUITS), certain types of employers and employees are 
excluded from coverage under federal and state UI laws. For program par�cipants engaged in these types of 
employment, and for par�cipants who do not have a social security number (SSN) on record, supplemental wage 
informa�on and wage data from other reliable sources may be used to collect employment-related data 
necessary for calcula�ng levels of performance. 
Note: The same data collec�on method must be used for both wages and employment status for a given 
repor�ng period. 

• If a direct wage match is used, then the same direct wage match record must be used for both wages 
and employment status. 

• If supplemental wage informa�on is used, then the same supplemental wage informa�on must be used 
for both wages and employment status. 

• The same data collec�on method is not required for mul�ple repor�ng periods—for example, when the 
individual's employment status changes, making the employment and wage verifica�on method ini�ally 
used not prac�cable or ideal. 

Individuals for whom a quarterly wage record match would not be available include, but are not limited to: 

• Federal employees; 

• Military employees; or 

• Individuals who are self-employed. 

Acceptable forms of supplemental wage informa�on, relevant to the core program, include, but are not limited 
to, the following: 

• Tax documents, payroll records, and employer records such as: 
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• Copies of quarterly tax payment forms to the IRS, such as a Form 941 
• (Employer's Quarterly Tax Return)  
• Copies of pay stubs (minimum of two pay stubs)  
• Signed leter or other informa�on from the employer on company leterhead ates�ng to an individual's 

employment status and earnings  
• Other supplemental wage records such as the Work number or i2verify 
• Follow-up survey (self-reported) from program par�cipants o Income earned from commission in sales 

or other similar posi�ons o Detailed case notes verified by employer and signed by the counselor, if 
appropriate to the program o Automated database systems or data matching with other partners with 
whom data sharing agreements exist o One-Stop opera�ng systems' administra�ve records, such as 
current records of eligibility for programs with income-based eligibility (e.g., Temporary Assistance for 
Needy Families (TANF) or Supplemental Nutri�on Assistance Program (SNAP)  

• Self-employment worksheets signed and atested to by program par�cipants 
• Completed Signed Employment verifica�on form (this form can be completed by Career Advisor or 

submited to employer for comple�on). Note: If completed by Career Advisor it must be signed by career 
advisor and date of comple�on must be documented on the form 

Staff must report a par�cipant's status in unsubsidized employment during the second quarter and fourth 
quarter a�er exit. A par�cipant's quarterly earnings may only be reported for calcula�on of median earnings 
during the second quarter a�er exit upon direct wage record match or collec�on of supplemental wage 
informa�on. Addi�onally, either a direct wage record match or supplemental wage informa�on is required to 
determine a par�cipant's employment status in the fourth quarter a�er exit. 

Note: When using supplemental wage data, only wages that are actually paid to the par�cipant during the 
quarter can be used to calculate the par�cipant's quarterly earnings used for repor�ng the median earnings 
indicator in the second quarter a�er exit. 

 



Local Instruc�on 23-19 
The op�mal �me to collect supplemental wage informa�on is as soon as possible following the close of the 
second and fourth full quarters a�er exit. When staff know or predict that UI wage data will not be available for 
individuals (e.g., the par�cipant did not provide a SSN or the par�cipant received self-employment training), 
staff must begin collec�on of supplemental wage informa�on as soon as possible following the end of the 
second and fourth quarters a�er exit. 

 
Note: Program staff should remind par�cipants, before program exit, that they or their employers may be 
contacted to obtain confirma�on of employment status and earnings, and to explain the expected �meframe 
for those follow-up contacts. While this is true of all par�cipants, it is especially important for those par�cipants 
for whom UI wage data are not available. 

Training-Related Employment Data Entry into SCWOS 

South Carolina's Program Year 2019 performance levels for training-related employment were lower than 
an�cipated due to a lack of repor�ng of follow-up data. In order to successfully track par�cipants in training-
related employment, staff must indicate the employer that the par�cipant is employed with and whether or not 
the par�cipant is in training-related employment on the employer's informa�on screen. 

To enter this informa�on, staff must access the "Follow-Ups" sec�on of the WIOA applica�on and select the 
quarter in which the follow-up is being Follow-ups conducted. From this screen, staff may edit contact 
informa�on, manage alternate contacts, and record contact atempts. 

Under the "Follow-up Employment Informa�on" sec�on, staff can indicate that a par�cipant is employed. Staff 
may select an employer from a previous quarter, or if no employer is already entered into SCWOS, staff must 
"Add Employer" by filling in the required informa�on on the "Add Employer" screen. 
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Entering Follow-up Codes 
When comple�ng follow-up the proper F codes must be entered. If staff provides any addi�onal services during 
follow-up, ensure the relevant code is entered at the �me of services.  
 

 
 
Ac�on: Please ensure that all appropriate staff receive and understand this policy guidance. 

Inquiries: Ques�ons may be directed to Amanda Baker at abaker@catawbacog.org. 

 

Amanda Baker, WIOA Administrator 
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