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1222 10th Street, Suite 115, Woodward, OK 73801 

 
 

 

Workforce Innovation and Opportunity Act 
 

Program Notes Policy 
 

 

 
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. 

 
 
 
 

 
 

“Equal opportunity employment/program. Auxiliary aids and services are available upon 
request to individuals with disabilities.” 

     WESTERN OKLAHOMA WORKFORCE  
                                                                   DEVELOPMENT BOARD  

https://www.law.cornell.edu/definitions/index.php?width=840&amp;height=800&amp;iframe=true&amp;def_id=5814e48524e23b3549a88bcae9486b1d&amp;term_occur=1&amp;term_src=Title%3A29%3ASubtitle%3AA%3APart%3A38%3ASubpart%3AA%3A38.5
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PROGRAM NOTES POLICY 

 
I. PURPOSE:  
The purpose of this policy is to provide guidance and establish the Western Oklahoma 
Workforce Development Board (WOWDB) standards of performance in the case management 
documentation of detailed Program Notes relating to the implementation services and 
activities for eligible adult, dislocated worker and youth participating in Workforce Innovation 
and Opportunity Act (WIOA) Title I programs.  This policy is to provide guidance all WIOA 
system partners who enter participant information in the State-mandated online database.  
 
II. BACKGROUND: 
The Workforce Innovation and Opportunity Act adheres to a case management approach to 
service delivery. Integral to this approach is the maintenance of comprehensive program notes 
for each program participant.  
 
Detailed program notes are critical functions that provide evidence of services and activities 
provided to participants while enrolled in WIOA activities as well as compliance with federal, 
state, and local laws and policies. Program notes must be detailed and provide an accurate 
description of an individual’s participation in WIOA programs. This policy is intended to be 
utilized in accordance with all other applicable local policies. 
 
The Service Provider is responsible for ensuring that program notes entered into the state-
mandated data system/OKJobMatch (OJM) conform to this policy and/or any subsequent 
changes as applicable. 
 
III. REFERENCES: 
TEGL 19-16 
OWDI #21-2017 Data Validation Source Documentation Requirements 
OWDI #19-2017 CHANGE 1 
OWDI #02-2016 CHANGE 2 
 
 
BABEL NOTICE: (29CFR 38.9(g)(3)): This document contains vital service information. 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 

 
If English is not your preferred language, please contact: 
 Western Oklahoma Workforce Development Board 
 Tara Goldman, One Stop Operator 

Phone: 580-716-7276 
400 E. Central, Ste. 103 
Ponca City, OK 74601 

http://www.oklahomarelay.com/711.html
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Goldman.Tara@odlemanagement.com 
 
Or, State Equal Opportunity Officer 
 Oklahoma Office of Workforce Development 
 Ferris Barger, State Equal Opportunity Officer 
 900 N Portland Avenue, BT 300 
 Oklahoma City, OK 73107 
 Office: 405.945.9184  
 TDD/TTY: 800.722.0353 
 Email: Ferris.barger@okstate.edu 
 
 
IV. POLICY: 
Case management is the provision of a client-centered approach in the delivery of services 
designed to provide career guidance and exploration, continued support for educational 
attainment opportunities for skilled training in in-demand occupations and industries and 
program notes must provide detailed information on the coordination of these services. 

 
In addition, case management includes broader functions like facilitation, communication, and 
coordination to ensure that each adult, dislocated worker and youth receives one on one 
contact and guidance as needed to participate in and benefit from the activities set forth in the 
Individual Employment Plan (IEP)/Individual Service Strategy (ISS).  All case management 
activities must be documented in detailed program notes. 
 
Detailed program notes are an important aspect of case management because they tell a 
detailed story of each individual and helps maintain continuity of services at every stage of 
service provision (i.e. enrollment, identified services and needs, services provided and status of 
participation at any given point through follow-up).  Monitors, reviewers or other authorized 
personnel should be able to read a program note and ascertain where an individual is in the 
WIOA program process and what the relevant needs are.  Program notes are the written details 
that describe an individual’s ongoing participation in WIOA programs and outline the facts 
pertinent to tracking an individual’s training and employment progress, and service needs.   
 
Information contained in program notes should be relevant to the eligibility, enrollment 
education and employment goals of the individual participant. Service providers/career 
managers must maintain a written record of communication with participants from the date of 
enrollment through the follow-up period. Eligibility determinations must be completed within 
thirty (30) days of the date of enrollment. Each contact must be documented in the 
participant’s program notes and should be entered as soon as the information is obtained 
and/or services provided.  
 

A. Case Management Responsibilities: 

mailto:Goldman.Tara@odlemanagement.com
mailto:Ferris.barger@okstate.edu
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Case managers are required to enter Program Notes at each interaction or point of contact 
with a WIOA participant, or on behalf of a participant when she/he receives a service, has a 
service/status update or outcome, or has contact with a case manager. Point of contact 
includes all correspondence with the participant, including: email, phone call, letter, verbal 
or written messages and mail-outs to the participant.  Case management involves regular 
contact with a participant which, at a minimum, must be conducted and documented every 
thirty (30) days.  
 
Program notes may be grouped together when services are sequential and/or provided on 
the same day.  If more than one service is provided on the same day, each service must: 
• Be distinguishable by type and/or title of service (e.g. Eligibility, IEP, ITA, and etc.); 
• Provide complete description of each service, and; 
• Correlate with uploaded and recorded documentation on the same day. 

 
Note:  Program notes should not include any medical or other protected information.  Any 
materials or notes containing medical information must be placed in a separate file and be 
locked at all times. 

 
B. Monitoring 
The WOWDB is responsible for monitoring and oversight of local Title I programs to ensure 
fiscal and programmatic accountability. WOWDB will review Program Notes in accordance 
with all applicable federal, state and local policies.  
 
The Service Provider must ensure the following: 
• Proper use of pronouns, subject-verb agreement, correct spelling, and 

accurate information is entered into the state mandated system, 
OKJobMatch (OJM) 

• Program notes are entered daily after interaction/communication with the 
participant (under normal circumstances) and no more than 5 days under 
special circumstances, and 

• Program notes are consistent with other information documented or 
uploaded in OJM. 

 
Note: “If it is not in the OKJobMatch (state system), it did not happen.” 
 

4.1 Initial Program Note for WIOA Title 1 Programs: 
The initial program note for adult, dislocated worker and youth programs is a singular 
note intended to identify all relevant data items captured at enrollment. Data elements 
include: 
• Date Verified – Identify the date that the information collected in this note was 

validated 
• Program – Identify the program(s) that the participant is being enrolled into 
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• Eligibility – Identify the eligibility documentation & criteria to support the 
participant’s program  
o Youth Example:  
 Eligibility – Out of School Youth (OSY)/In School Youth (ISY) 
 Age – Birth certificate, Government issued photo ID 
 ETW – Photo ID & Social Security Card, Selective Service Letter 
 Elements – Youth meets one of the 14 elements, Assessment, Third-party 

statement or affidavit 
 Barrier – Parenting Youth – Validated with Child’s birth certificate 
 School Status – Not attending School – Validate with HS Diploma 
 OSY with High school diploma – diploma uploaded  
 Area of interest 

o DLW Example:  
 Eligibility – Category 1 DLW 
 Criteria 1 – Participant has been laid off from previous employer  - validated 

with lay-off letter 
 Criteria 2 – Participant is currently receiving UI – validated with UI Screen 

print out 
 Criteria 3 – Participant expressed they will not be returning to previous 

industry – Validated with OKJM Self-Attestation 
• Employment Status – Identify Current Employer or Previous Employer if 

unemployed, last date of employment, and how this was verified.   
• Wage Status – Identify Current Wage or Previous Wage if unemployed 
• Veteran Status – Identify if the participant is a veteran. Note: Veterans must provide 

validation of veteran status (typically using a DD-214). 
• Family Size – Identify the number of persons in the participant’s family. Family is 

defined as (OWDI 21-2107): two or more persons related by blood, marriage, or 
decree of court, who are living in a single residence, and are included in one or more 
of the following categories:  
 A married couple and dependent children;  
 A parent or guardian and dependent children; or  
 A married couple 

• Low-Income – Identify if participant is low Income, and the supporting 
documentation used to validate low-income status 

• Coordination of Resources: Identify any resources the participant is receiving (i.e. 
partner services, TANF, SNAP, SSI, etc.). If none, state participant is not receiving any 
assistance. They should also check to ensure no services are available for that client 
through any of our partners (use the WOWDB’s universal referral for  and upload) 

• Assessment Results – Identify the participant’s assessment results and summarize 
with participant 



Western Oklahoma Workforce Development Board                                    Program Notes Policy 
                                                                                                    Revised 3.20.2019 

6 | P a g e  
 

• Employment Goal or Career Pathway – Identify participant’s employment goal or 
career pathway 

• Education Summary – Identify participant’s education history & highest level of 
educational attainment 

• Summary of Needs/Barriers – Identify any needs/barriers expressed by the 
participant (homeless, justice involvement, etc.). These will be addressed and 
documented in the IEP/ISS 

• Participant Involvement Statement Date – Identify date participant reviewed their 
IEP/ISS and signed their participant involvement statement. This should match their 
signature date (each client must be provided a copy of the IEP/ISS) 

• Referrals – identify if referrals are made (use the WOWDB’s universal referral for  
and upload) 

• If a self-attestation form is used to document eligibility, the program note must 
clearly state why and what it is being used for. 

• Next Steps – instructions or next steps, with date and time. 
• All documents related to the detailed program note must be uploaded in OJM, the 

state online data management system. 
 
4.2 The Individual Employment Plan (IEP)/Individual Service Strategy (ISS) Program 

Note(s):  
• Initiation or progress in meeting objectives, changes in training/educational needs or 

employment goals, accomplishments and setbacks.  
• Document a connection to the applicable performance and or outcomes.  
• All modifications to the IEP/ISS must be documented in a detailed program note, 

explaining why the modification occurred.  
• The client must be provided a copy of the IEP/ISS at enrollment and when 

modifications are made. 
• All documents related to the detailed program note must be uploaded in OJM, the 

state online data management system. 
 
4.3 Objective Assessment Program Note(s): 

• Include a review of occupational skills, basic skills, prior work experience, 
employability, interest, aptitudes, and developmental needs 

• Include identification of skills the client already has and how they will be considered 
in the IEP/ISS  

• Identify assessments used to determine the IEP/ISS 
• Address academic levels, skill levels, and service needs. 
• All documents related to the detailed program note must be uploaded in OJM, the 

state online data management system. 
 
4.4 Supportive Service Program Note(s):  
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• Participant’s request for supportive services prior to the participant’s actually 
incurring the expenditure.  

• Justification for the requested service, stating the reason services are needed and 
the barrier the assistance is resolving for the participant to participate in WIOA 
activities.  

• Youth – how service connects to 14 elements. 
• Identify in detail the assistance is not available from other sources and services 

provider’s efforts to use other community resources before WIOA supportive service 
dollars were authorized and uploaded documents as needed (i.e. phone verification, 
quotes, self-attestation, and etc.) 

• Identify the amount of supportive services provided and how the participant will pay 
these expenses in the future, including uploaded budget information 

• All documents related to the detailed program note must be uploaded in OJM the 
state online data management system. 

 
4.5 Job Search Program Note(s):  

• Resume assistance provided.  
• Referrals/attendance to workshops or pre-vocational training.  
• Job referrals relevant to the participant’s goals of employment.  
• Participant’s job search efforts.  
• Results/outcome of participant contact with business regarding applications, 

interviews, etc. 
• All documents related to the detailed program note must be uploaded in OJM, the 

state online data management system. 
 

4.6 Training Service Program Note(s):  
• Identify how the selected training program supports the results of the participant’s 

assessment.  
• Participant’s desired occupational goal is an demand occupation as confirmed by the 

WOWDB Demand Occupations list.  
• Program notes should explain the method of funding the training. The availability of 

other sources of grants to pay for training costs such as Temporary Assistance for Needy 
Families (TANF), State-funded training funds, education grants, and Federal Pell-Grants, 
so that WIOA funds supplement other sources of training grants.  

• Information regarding defaulted student loans. 
• Individual Training Account (ITA) – approval of training must identifying the type of 

program (area of study), the cost, Coordination of Training Funds (COTF), unmet need, 
the credential type, and the anticipated start and end date. The program note should 
include any identified needs or complications and convey the status of all check 
requests and payments charged to the ITA. 

• Training progress/updates during the training (e.g., attendance, grades, challenges, 
successes);  



Western Oklahoma Workforce Development Board                                    Program Notes Policy 
                                                                                                    Revised 3.20.2019 

8 | P a g e  
 

• Date training was completed and outcome. Must document when a certificate, 
credential, degree, diploma or General Education Development (GED) is attained.  

• Youth – how training connects to 14 elements. 
• All documents related to the detailed program note must be uploaded in OJM, the state 

online data management system. 
 
4.7 On-the-Job Training (OJT)/Work Experience (WEX)/Work-Based Learning (WBL):  

• Outreach efforts utilized to develop OJT/WEX/WBL opportunities with potential 
employers.  

• Duration, start and end dates, total hours.  
• The name of the employer, job site, supervisor, and any supports necessary.  
• The participant’s job title.  
• The participant’s progress, challenges or issues identified by the employer with the 

resulting plan of action and all services provided to the participant and/or employer 
during the OJT/WEX.  

• The reason a participant exits an OJT/WEX prior to the anticipated completion date. 
Program notes should reflect the reason for the early termination from the participant’s 
perspective, as well as information received from the employer to develop the next 
steps in the participant’s employment plan.  

• Terminations or dropped from activities with reasons why. 
• Intent of the WEX/OJT/WBL and alignment with ISS, rationale for selection, 
• WEX – indicate the assessment that determined that the participant was lacking in 

employability skills, work plan, skill development, work readiness skills, paid/unpaid.  
• Indicate which category the work experience aligns with: 

o Summer employment opportunity 
o Pre-apprenticeship program 
o Internship and job shadowing 
o On-the-job-training 

• Identify the academic and/or occupational education that coincides with the work 
experience 

• Youth – how WEX/OJT/WBL connects 14 elements. 
• Ongoing programs notes on progress toward goal. 
• All documents necessary for processing the OJT must be outlined in the program note 

and documents must be uploaded in OJM, the state online data management system. 
 
4.8 Incentive Payment Program Note(s): 

Incentive payments are permitted for recognition and achievement directly tied to 
training activities and work experience. Program notes must indicate the following: 

• How incentives are tied to the goals of the program identified in the participant’s ISS.   
• The amount of the incentive payment and how the payment was made. 
• How the incentive payments is connected to recognition of achievement of milestones 

in the program tied to work experience, education, or training.  Such incentives for 
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achievement could include improvements marked by acquisition of a credential or other 
successful outcomes. 
o Activities that could be included in the program policy and would be eligible for 

incentive may include but are not limited to: 
 Attainment of a high school diploma; 
 Graduation from an alternative school; 
 Completion of a GED test (incentive can be offered for each test completed); 
 Completion of basic, work readiness, occupational skill attainment goals; 
 Completion of a TABE post-test (attainment of literacy/numeracy functioning 

level gain); 
 Attainment of a post-secondary credential (occupational certificate, diploma or 

degree); 
 Job shadowing; 
 Short term work experience activities; and/or 
 Pre-apprenticeship training activities. 
 Participants may not receive multiple incentives for the same activity. 
 All documents related to the detailed program note must be uploaded in OJM, 

the state online data management system. 
 

Note: Records verifying the participant’s receipt of an incentive must be kept by 
obtaining an original signature on a receipt form. 

 
4.9 Exit Program Note(s):  

• The reason for exit.  
• Participant employment exit information, including place of employment, number of 

hours working, wage, and position; 
• Detail the exit in case notes, documenting all action plans, activities, and training has 

been completed 
• Services provided and outcomes attained while in the program.  
• Offer follow up services – document participant refusal of follow up services. 
• The reason follow up services are not planned, including but not limited to:  

a. Institutionalized  
b. Health/medical or family care  
c. Deceased  
d. Reserved forces called to active duty  
e. Relocated to a mandatory program  
f. All documents related to the detailed program note must be uploaded in OJM, the 
state online data management system. 
 

4.10 Follow-up Program Note(s): 
Follow-up services are available to adult, dislocated work and youth participants for 
twelve (12) months upon program completion. Follow-up activity documented at least 
quarterly during the 1st through the 4th quarters after exit, including employer, wage, 
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hours, position, address, phone, contact numbers, and any name changes. Refusal of 
follow up services must be documented. Types of follow up services: 

• Assistance in securing better paying jobs.  
• Additional career planning and counseling.  
• Assistance with work-related problems.  
• Information about additional educational or employment opportunities.  
• Referral to other community services.  
• Post-program supportive services (Youth only).  
• Post-exit credentials and quarterly employment updates.  
• All documents related to the detailed program note must be uploaded in OJM, the state 

online data management system. 
 
4.11 Additional Communication:  

1) A program note must be entered when a referral is given, listing the referral agency and 
why the referral is given.  

2) A program note must be entered when a pre or post-test is given. The program note 
should detail the type of test (pre or post) and if gains were earned.  

3) An issue mentioned in one program note should be followed-up with an additional entry 
clarifying if the problem was resolved, if the participant received a service, if the 
problem has worsened, etc. If a problem remains, the program note should identify a 
plan of action/resolution.  

4) All documents related to the detailed program note must be uploaded in OJM, the state 
online data management system. 

 
V. NONDISCRIMINATION AND EQUAL OPPORTUNITY:  
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. 
 
VI. POLICY ADDITIONS AND CLARIFICATIONS:   
The WOWDB Executive Director is authorized to issue additional instructions, guidance, 
approvals and/or forms to further implement the requirements of this policy, without making 
substantive change to the policy, except in situations where new or updated state and federal 
guidance is issued.  
 


