







































































SUPPORTIVE SERVICE REQUEST FORM
O Direct Payment to Vendor [ Participant Reimbursement (requires prior approval and original receipts)

BUDGET TRACKING

Previous Supportive Services Current Request Amount: - | New Cumulative Total:
Total:
$ $ $

Standard per-participant cap: $1,000. Waiver to $2,500 requires AJC Director approval with written justification.

CONNECTION TO EMPLOYMENT GOAL

Explain how this service supports the participant’s employment objective and career pathway:

PARTICIPANT ACKNOWLEDGMENT

O | certify that | have exhausted all reasonable means of acquiring the requested assistance from other
sources, and the assistance is necessary for my continued participation in WIOA activities.

O | understand that supportive services are not an entitlement and are provided on a case-by-case basis
following documented assessment of need,

O 1 understand that | must provide original itemized receipts and documentation for all purchases and
services received within 30 calendar days of purchase.

O | understand that future supportive services will not be provided until all overdue receipts/documents are
submitted.

[ | certify that the above information is true and correct to the best of my knowledge.

Participant Signature Date

APPROVAL SECTION (Internal Use Only)

Case Manager Approval: Supervisor Approval (required for $500+):
1 Approved  [1 Denied [ Approved [ Denied

AJC Director Approval (required for $1,000+ or Emergency/Expedited:

housing assistance): [ Yes (document reason below) [ No
O Approved [0 Denied O N/A '

If denied, explain reason:

Case Manager Name (Print) Date




SUPPORTIVE SERVICE REQUEST FORM

Case Manager Signature

Supervisor Name {Print) Date

Supervisor Signhature

AJC Director Name (Print) - if required Date

AJC Director Signature - if required

FOR INTERNAL USE: This form must be entered into AOSOS within 7 business days of service provision. All
documentation must be maintained in the participant file in accordance with record retention requirements
(minimum 3 years).













SUPPORTIVE SERVICES RECEIPT AFFIDAVIT

Use this form ONLY when the original itemized receipt is lost or unavailable. Original receipts are
required for all supportive service reimbursements per Section 8.5(C).

PARTICIPANT INFORMATION

Participant Name:

AOSOS ID:

Date of Affidavit:

PURCHASE INFORMATION

Date of Purchase:

Vendor/Store Name:

Vendor Location (City, State):

Total Amount Paid: $

Itemized List of Purchases (list each item and cost):

REASON FOR MISSING RECEIPT

Explain why the original itemized receipt is unavailable:

AFFIDAVIT AND CERTIFICATION
| certify under penalty of perjury that:

1. The purchase information provided above is true and accurate to the best of my knowledge.
2. | have made reasonable efforts to obtain the original itemized receipt from the vendor.

3. The items purchased were used for their intended WIOA-approved purpose as documented in my
supportive service request. '

4. | have not and will not submit a duplicate claim for reimbursement for these items.

5. | understand that providing false information may result in denial of supportive services, termination from
the WIOA program, and/or criminal prosecution.

Participant Signature Date

CASE MANAGER REVIEW

O Affidavit reviewed and approved
O Affidavit requires additional documentation

Case Manager Signature Date




HOUSING SUSTAINABILITY PLAN

REQUIRED for all housing assistance requests per Section 4.2. Participant must demonstrate ability to
pay rent for the following month.

PARTICIPANT INFORMATION

Participant Name:

AOSOS ID:

Current Address:

Monthly Rent Amount: 3

Landlord Name:

Landlord Phone:

CURRENT HOUSING SITUATION

Month(s) Behind on Rent:

Total Amount Owed: $

WIOA Assistance Requested: $

Eviction Notice Date (if applicable):

SUSTAINABILITY PLAN FOR NEXT MONTH

How will you pay rent for the month following WIOA assistance? Check all that apply and provide
documentation:

O Employment Start Date: (attach job offer letter or start date confirmation)
O Expected Wages: $ per month

O Pending Benefits (specify):

O Family/Friend Financial Support (attach written commitment letter)

O Other Housing Assistance Program:

[ Other (explain):

Provide detailed explanation of sustainability plan:




HOUSING SUSTAINABILITY PLAN

REQUIRED DOCUMENTATION CHECKLIST

[0 Current lease or rental agreement in participant&#x2019;s name

O Eviction notice or written warning from landlord

O Proof of inability to pay (financial assessment or budget worksheet)
O Documentation supporting next month&#x2019;s rent payment plan
[0 AJC Director advance approval obtained

PARTICIPANT CERTIFICATION

| certify that the information provided is true and accurate. | understand that WIOA will provide a one-time
emergency rent payment to prevent eviction, and | have demonstrated my ability to maintain housing after this
assistance ends. | agree to provide monthly updates on my housing status to my case manager.

Participant Signature Date

CASE MANAGER REVIEW AND RECOMMENDATION

Case Manager Assessment:

O Sustainability plan is feasible and documented
1 Recommend approval (forward to AJC Director)

Case Manager Signature Date

AJC Director Signature Date










NEEDS-RELATED PAYMENT (NRP) INCOME ANALYSIS FORM

NRP PAYMENT CALCULATION (Section 7.1)

Local NRP Rate (per week): $200.00

Maximum Duration: 26 weeks

Proposed NRP Start Date:

Proposed NRP End Date:

Total Weeks of NRP:

ELIGIBILITY DETERMINATION

O ELIGIBLE for NRP - All criteria met

OO NOT ELIGIBLE for NRP - Reason:

O Currently receiving Ul benefits

[ Currently receiving earned income/wages
[0 Not enrolled in qualifying training

[ Training hours below minimum requirement
O Other:

PARTICIPANT CERTIFICATION

| certify that the income information provided above is true and accurate. | understand that | must report any
changes in income or employment status immediately to my case manager. | understand that receiving earned
income or Ul benefits will result in suspension of NRP payments. [ agree to provide monthly verification of
training enrollment and attendance.

Participant Signature Date

Case Manager Signature Date





































An additional note about Counseling Statements: A single counseling statement must be used to
record all information related to an individual’s ongoing engagement around a particular IEP or ISS.
Please edit the same Counseling Statement when including new confidential information related to an
individual’s ongoing engagement. All new entries to an edited statement must include the date of entry
and be entered at the top of the Counseling Statement so that information is sequential. Counselors
should not create new Counseling Statements each time they enter new information.

Access to AOSOS Counseling Statements

Access to Counseling Statements in AOSOS is available to counselors who have graduated from an
accredited college or university with a Bachelor's degree including or supplemented by fifteen (15)
semester hour credits in vocational guidance or other courses directly related to vocational
counseling preparation (including sociology, psychology, education, counseling, personnel
administration and other related courses). In some cases, individuals in additional monitoring,
supervisory, or partnership roles may gain access to these statements on a case-by-case basis.
Supervisors may submit requests to NJDOL’s MIS team for specific employees in the One Stop

system to gain access to Counseling Statements. These requests are then shared with NJDOL's lead
counselor for approval.
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Activities, Same-Day Services, and Multi-Day Services

As noted, engagement can be entered in a few different ways in AOSOS. The type of entry depends on
the type of service. These service entry options include:

Entering an activity: As arule, Basic Career Services in which a Title | participant engages du'ring their
period of participation must be entered as activities rather than funded services. Each time an
individual engages in these activities an activity must be entered in AOSOS. Many individualized career
services may also be entered in this way. IEPs and 1SSs specifically must be entered as activities, and
additionally, specific instances of counseling for example, may be entered as activities.

Entering a same-day (funded) service: Many individualized career services, including many supportive
services, some financial literacy and work experiences, and all follow-up services must be entered as
same-day services. A same-day service must be entered every time a participant engages in these
services. (Please note: case management and counseling activities may be entered as same-day
activities or services depending on the participant’s status. More information is provided on page 16.)

Entering a multi-day (funded) service: As a general rule if a support reflects a skill development
service, including work experience and various trainings, that happens over a period time and in which
a participant engages regularly over a course of time, these elements may be entered as services with
dates reflecting their duration over mulitiple days.




Table 6: Overview of Core Service Types for Adult/Dislocated Worker Participants
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barriers to employment)

125 - Supportive Services — Transportation
300 — Supportive Services {Other)

Servi
Type Service Elements Service Type Eer:tvrtf
p . Basic Skills Development
reparation (Basic Literacy and Life ap . .
Supports _ o 128 — Basic Skills/Life Skills Same-day
(Trainin Skills Training) Mutti
) lra.ml g qr HSE Preparation 127 - Academic Learning or !
individualizing —— - day
ESL Training 130 - English as a Second Language (ESL) .
Career Work Readi kil Service
. o} iness Ski . -
Services) Developeme:t 142 - Work-Related/lob Readiness Training
113 —internships
Work Work Experience 120 - Summer-Related Employment
Experiences P 144 - Job Shadowing Same-day
(Individualized 256 - Other Work Experience or Multi-
Career Transitional Job 254 — Transitional lob day
Services) Service
Pre-Apprenticeshi 255 -Pre-Apprenticeship Program -
Classroom- PP P individualized/ITA Training (non-Youth)
Based
Training - - .
Individual Training . . . Multi-day
ini - nal Skills T
(Tra|n|ng Account (|TA)7 134 OCCUpatIO a s Training Service
Services)
Work-Based Apprenticeship 397 — Apprenticeship Training
. On-the-Job Training 135 — On the Job Training (OJT) .
Training Multi-day
- Incumbent Worker .
(Training .. \ . Service
. Training/Customized 141- Workplace Training
Services) Trainine®
raining
S tive Servi
(Suuppogr;f :sr:(l)iei!:ted 125 - Supportive Services - Transportation
Supportive _pp & 300 — Supportive Services (Other)
Services training costs) Same-day
(Individualized 122 - Supportive Services — Housing or Multi-
Career Supportive Services 123 - Supportive Services - Child Care day
Services) (Supporting removal of 124 - Supportive Services - Dependent Care | Service

% Please see page 13 for a description of multi-day and same-day service entry.
7 This is the only SST that should be entered as ITA training. All other training should be entered as non-ITA
training. If a Pre-Apprenticeship, Apprenticeship, or OJT opportunity includes an ITA, the ITA should also be added

as a funded service.

8 Individuals in these training services are not Title | participants. These services are for individuals participating in

employer-based training when already employed.












Table 10: Overview of Job Preparation, Search and Placement Activities
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lob Ready Area

Service Seeker Type (SST)

Job Preparation

34-Resume Writing Workshop
37-Resume Preparation Assistance
39 — Workfarce Information Services Staff Assisted (LMI)

Job Search

32-Jab Search Planning (WSR)
35-Job Search Warkshop {(WSR)
36-Job Finding Club {(WSR)

44-lob Fair (WSR)

286 — Job Search Assistance (WSR)

Job Placement

38-Job Development Contact
287-Placement Assistance
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Performance Measure Credit: Credential Attainment and Youth Post-Secondary Enrollment

Including accurate information in the Training Outcomes tab is critical to ensuring that outcomes are
reported correctly on the Participant Individual Record Layout (PIRL) for USDOL. Credential
attainment requires entry of “Completed — Attained Intended Credential” in the Attainment Status
field. Youth Post-Secondary Enroliment requires entry of an occupational skills training or
postsecondary program that continues after exit and an entry of “In Process-No Credential” in the
Attainment Status Field.

In addition to these Training Outcomes fields, additional details about Measurable Skill Gains must be
entered in the Training Outcome Details pop-up of the Training Outcomes tab. (The Qutcome Details
button can be found underneath Training Outcomes tab fields). Table 12 provides an overview of the
fields and elements used to capture information about Measurable Skilf Gains.

Table 12: Overview of Training Outcome Details (Measurable Skill Gains)

AOSOS Field

Entry Details

Entry Timing

Type/Enroll Date/
Completion Date

These fields automatically update based on information
entered in the Training Outcomes fields.

N/A

Effective Date

Enter date of Measurable Skill Gain (MSG) achieved**

Type

Enter the appropriate type of Measurable Skill Gain:

¢ For ITAs — Skills Progression or Postsecondary Transcript

¢ For OJT and Apprenticeship®* — Training Milestone or Skills
Progression

¢ For HSE — EFL or Secondary Transcript

Additional “Type”
Information

For Training Milestone or Skills Progression, an additional
Field will pop up below to record additional details about the
type; Enter the selection that best describes the type of
milestone or skill progression

Contact Info OR
Attachment

Upload documentation of the MSG or contact information
for the training provider to offer verification of the MSG

Notes

Enter any additional notes providing details of the MSG

Data must be
entered when
MSG is
achieved

1 The effective date is the date reported to USDOL for performance. The date decides the program year and
quarter in which the MSG will correspond. The effective date must be within the enrollment and completion date
of the participant in order for the MSG to count positively towards performance measures.

12 Apprenticeships should be recorded in the Employment Outcomes tab instead of the Training Outcomes tab.
Apprenticeship outcome details related to MSGs can be entered via the Outcome Details button in the
Employment Outcomes tab,
























Participant: Basic Career Services

9 / Assessment Interview, Initial Assessment

12 / Counseling - Individual & Career Planning
13 / Counseling - Group Sessions

15 / Assigned Case Manager (Vets Only Service)
16 / Assigned Case Manager (Dislocated Worker, Profiles Claimant, TANF, Food Stamp)
19 / Vocational Guidance (VET)

20 /Vocational Guidance {Other)

22 / Bonding Assistance

23 / GATB Test

24 [/ NATB Test

25 / BEAG Test

26 / Literacy Test

27 / Math test

28 / Proficiency Test

29 / SATB Test

30 / Other Test

31/ Interest Inventory

32 / loh Search Planning

34 / Resume Writing Workshop

35 / Job Search Workshop

36 / Job Finding Club

37 / Resume Preparation Assistance

38/ Job Development Contact

43 / lob Referral

44 / Job Fair

50 / Referred to Job FT Regular (Over 150 Days)
51 / Referred to lob FT Temporary (4 - 150 Days)
52 / Referred to Job PT Regular (Over 150 Days)
53 / Referred to Job PT Temporary (4 - 150 Days)
56 / Referred to Supportive Services - Partner

57 / Referred to Supportive Services - Non-Partner
60 / Referred to Basic Skills Training

62 / Vocational Rehab from Vet Admin

63 / Vocational Rehab from other

64 / Referred to Job Corps

71 / Other reportable services (ES, DVOP, LVER)
72 / Other reportable service-follow up (vet)

86 / Placement FT Regular (Over 150 days)

87 / Placement FT Temporary (4 -150 days)

88 / Placement PT Regular (Over 150 days)

89 / Placement PT Temporary (4 -150 days)

91 / Referred to Job FT Short-Term (1 - 3 Days)
92 / Referred to Job PT Short-Term (1 - 3 Days)
103 / Other Service

106 / Case Management

114 / lob Search, Placement Assistance, Career Counseling
126 / Tax Credit Eligibility Determination
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203 / GATB/VG

204 / Referred to WIA

205 / Referred to Training

210 / Placed in Training (WIA)

211 / Placed in Training (Job Corps)

212 / Placed in Training (Other Federal)

218 / Interstate Placement

222 / Placement FT Short Term (1 - 3 days)

231 / Placement PT Short Term (1 - 3 days)

262 / Received Ul Claim Assistance

263 / Referred to SNAP

264 / Referred to TANF

265 / Referred to Health Insurance Assistance

266 / Referred to Child Support Assistance

267 / Referred to Tax Preparation Support

268 / Referred to Other Federal or State Assistance Programs
269 / Referred to JVSG Services - Significant Barriers to Employment
270 / Referred to JVSG Services - TSM in need of Individualized Career Services
271 / Referred to JVSG Services - Wounded, Ill or Injured

272 / Referred to JVSG Services - Other

273 / Referred to VA Services - VR&E

274 / Referred to VA Services - Post 9/11 Gl Bill

275 / Referred to VA Services - Montgomery GI Bill

276 / Referred to VA Services - Other VA Services

286 / Job Search Assistance

287 / Placement Assistance

301 / Rapid Response Career Counseling

310 / Interstate Job Referral

330 / Career Guidance

371 / External Job Referral
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Participant: Individualized Career Services

11 / Assessment Services - Career Assessment

12 / Counseling - Individual & Career Planning

13 / Counseling - Group Sessions

17 / Received Case Management Services (Vets Only Service)

18 / Received Case Mgmt Svcs (Dislocated Worker,Profile Claimant, TANF,Food Stamp)
40 / Job Coaching

42 / Post Placement Counseling

105 / Alternative Work Experience

106 / Case Management

108 / Assessment - Comprehensive and Specialized Skill Level and Service Needs Assess 111 /
Individual Employment Plan

113 / Internships

120 / Summer-Related Employment Opportunities 127 / Academic Learning

128 / Basic Skills/Life Skills

130 / English as a Second Language (ESL) 132 / Literacy Training

133 / Mobility Training

135 / On the Job Training (OJT)

137 / Short-term Pre-Vocational Skills to Prepare far Employment or Training 141 / Workplace Training
/ Work-Related/Job Readiness Training

/ Work Experience Opportunity (Youth Only) 144 / Job Shadowing

253 / Pre-Apprenticeship Program - Work Experience (Youth Only) 254 / Transitional Job

255 / Pre-Apprenticeship Program - Individualized/ITA Training (non-Youth) 256 / Other Work
Experience

277 / Received Financial Literacy Services 278 / Received ESL Services (non-Training)279 / ESL in
Combination with Training 365 / Disaster Relief Temporary Job

376/ ABE or ESL in Combination with Training

397 / Apprenticeship Training



Participant: Training Services

107 / Combined Workplace Learning with Related Instruction (Co-Op Education)
127 / Academic Learning

128 / Basic Skills/Life Skills

129 / Customized Training

130/ English as a Second Language (ESL)

131 / Entrepreneurial Training

132 / Literacy Training

133 /Mobility Training

134 / Occupational Skills Training

135 / On the Job Training (QJT)

138 / Skills Upgrading and Retraining

139 / Training Programs Operated by the Private Sector

141 / Workplace Training

142 / Work-Related/lob Readiness Training

255 / Pre-Apprenticeship Program - Individualized/ITA Training (non Youth)
257 / Pre-Apprenticeship Program - ITA Training (Youth Only)
279 / ESL in Combination with Training

280/ ABE in Combination with Training

376 / ABE or ESL in Combination with Training

396 / Prerequisite Training

397 / Apprenticeship Training
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Youth Services

WIOA Youth All Framework Services and Program Element Services

9 / Assessment Interview, Initial Assessment

11 / Assessment Services - Career Assessment

12 / Counseling - Individual & Career Planning

13 / Counseling - Group Sessions

41/ Mentoring

104 / Alternative Secondary School Services (Youth Only)

105 / Alternative Work Experience

107 / Combined Workplace Learning with Related Instruction (Co-Op Education)

109 / Comprehensive Guidance and Counseling (Youth Only)

111 / Individual Employment Plan

113/ Internships

115 / Leadership Development Opportunities (Youth Only)

118 / Needs Related Payments

120 / Summer-Related Employment Opportunities

122 / Supportive Services - Housing

123 / Supportive Services - Child Care

124 / Supportive Services - Dependent Care

125 / Supportive Services - Transportation

127 / Academic Learning

128 / Basic Skills/Life Skills

129 / Customized Training

130 / English as a Second Language (ESL)

131 / Entrepreneurial Training

132 / Literacy Training

133 / Mobility Training

134 / Occupational Skills Training

135 / On the Job Training (OIT)

138 / Skills Upgrading and Retraining

139 / Training Programs Operated by the Private Sector

140 / Tutoring Study Skills Training, Drop Out Prevention Strategies (Youth Only)
141 / Workplace Training

142 / Work-Related/Job Readinhess Training

143 / Work Experience Opportunity (Youth Only)

144 / Job Shadowing

253 / Pre-Apprenticeship Program - Work Experience (Youth Only)

257 / Pre-Apprenticeship Program - ITA Training (Youth Only)

258 / Workforce Information Services Staff Assisted (LMI) (Youth Only)

277 / Received Financial Literacy Services

279 / ESL in Combination with Training

280 / ABE in Combination with Training

281 / Education with Workforce Preparation - Contextualized Instruction (Youth Only)

282 / Postsecondary Preparation and Transition Activities (Youth Only)

300 / Supportive Services (Other)

330/ Career Guidance

376 / ABE or ESL in Combination with Training

396 / Prerequisite Training

397 / Apprenticeship Training
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WIOA Youth Training Services
134 / Occupational Skills Training
139 / Training Programs Operated by the Private Sector
257 / Pre-Apprenticeship Program - ITA Training (Youth Only)

34
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Program Elements

Brief Description

Examples of Qualifying Activities

Adult mentoring
for at least 12
months

Formal relationship between a youth
participant and an adult mentor that
includes structured activities where the
mentor offers guidance, support, and
encouragement to develop the
competence and character of the
mentee,

Participation in Big Brothers Big Sister,
virtual adult mentoring, long-
term/structured programs that
provide training and support to
mentors as well as youth, adult
mentoring programs that foster career
awareness or positive social
behaviors, supplementing adult
mentoring activities with additional
materials and resources.

Follow-up services

Critical services provided following a
youth’s exit from the program to help
ensure the is successful in employment
and/or postsecondary education and
training.

Leadership development, supportive
services, contact with employer,
assistance in securing better paying
job, work-related peer support
groups, adult mentoring, services
necessary to ensure the success of
youth in employment and/or
postsecondary education, financial
literacy, LMI.

Comprehensive
guidance and
counseling

Provides individualized counseling to
participants. This includes career and
academic counseling, drug and alcohol
abuse counseling, mental health
counseling, and referral to partner
programs, as appropriate

Drug and alcohol counseling, Mental
health counseling/therapy, Career
counseling, Educational counseling,
Supplementing guidance and
counseling activities with additional
materials and resources

Financial literacy

Provides support in gaining knowledge,
skills and confidence to make informed
financial decision, including around
budgeting, managing money, teaching
participants about credit and now to be
informed consumers of financial
products, dealing with identity theft

Creating budgets, setting up checking
and saving accounts, managing
spending, credit, and debt,
understanding credit reports and
credit scores, and protecting against
identify theft

Entrepreneurial
Skills Training

Provides the basics of starting and
operating a small business. Such
training must develop the skilis
associated with entrepreneurship and
include, but not limited to, the ability
to take initiative, creatively seek out
and identify business opportunities,
develop budgets and forecast resource
needs, understand various options for
acquiring capital and trade-offs
associated with each option and
communicate effectively and market
oneself and one’s ideas.

Introduction to the values and basics
of starting and running a business,
programs guiding youth through the
development of a business plan and
business start-up simulations,
supports and services that incubate
and help youth develop their own
businesses, access to small loans or
grants that are needed to begin
business operation, experiential
programs that provide youth with
experience in the day-to-day
operation of a husiness
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Program Elements

Brief Description

Examples of Qualifying Activities

Services that
provide Labor

All WIOA youth participants should be
provided LMI. This includes services

Career Planning, career counseling
that includes job requirements and

Market that provide LMI and employment employment prospects, utilizing
Information information about in-demand industry | current LMI tools that are provided by
sectors or occupations available in the | State and Federal agencies.
local area, such as career awareness,
career counseling, and career
exploration services.
Postsecondary Prepare youth for advancement to Assisting youth prepare for SAT/ACT

Preparation and
Transition activities

postsecondary education after
attaining a high school diploma or
equivalent.

testing, assisting with college
admission applications, searching and
applying for scholarships and grants,
filling out the proper financial aid
applications, connecting youth to
postsecondary education programs.












































































SUB-RECIPIENT MONTHLY REPORTING TEMPLATE

English Language Learners

Single Parents

Long-Term Unemployed

TANF/SNAP Recipients

Youth with Mental Health Challenges

PROGRAM COMPLIANCE & QUALITY ASSURANCE

Compliance Indicator Yes/No/N/A

All supportive services entered in AOSOS within 7 business days

All required documentation maintained in participant files

All alternative resource searches documented

All approval signatures obtained prior to service provision

All receipts/invoices attached to reimbursement requests

Per-participant caps tracked and monitored

Housing assistance requests received Director approval

NRP participants meeting attendance/academic requirements

ISSUES, CONCERNS, & TECHNICAL ASSISTANCE NEEDS

CERTIFICATION

| certify that the information provided in this report is accurate and complete to the best of my knowledge. All
supportive services were provided in accordance with Policy UCWDB-2026-01 and applicable federal and
state regulations.

Authorized Signature Date

Print Name and Title

Submit this report to Union County Workforce Development Board by the 10th of each month.
Email: [Insert Contact Email] | Phone: [Insert Contact Phone]




