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WORKFORCE DEVELOPMENT ADMINISTRATION 
Workforce Innovation and Opportunity Act Title I Policy Broadcast 
PB # 17-034 
Supplemental Wage Information 
Effective Immediately 
  
This Policy Broadcast (PB) is to inform all Local Workforce Development Area (LWDA) staff and interested parties of requirements and procedures for the use of supplement wage information for employment-related performance calculations in Workforce Innovation and Opportunity Act (WIOA) Section 116(b)(2)(A).  
 
Matching a participant’s Social Security number (SSN) against quarterly Unemployment Insurance (UI) wage records is the most effective means for determining employment status and earnings for a program participant. LWDAs are required to use quarterly UI wage records, when available. 
 
However, quarterly UI wage records will not result in a match in all circumstances. LWDA staff may use supplemental wages when: 
 
· The participant has not provided his/her SSN  
· UI wage records are not available for the participant, or   	The individuals is self-employed.  
 
Supplemental wage data may be used to determine employment-related performance data for individuals who participated in entrepreneurial training. 
 
REPORTING REQUIREMENTS 
 
Reporting requirements include: 
 
· The participant’s employment status in the second and fourth quarter after exit, and 
· Median earnings in the second quarter after exit.  Although median earnings in the fourth quarter is not required to be reported, direct wage match or supplemental wage information is required to determine a participant’s employment status in the fourth quarter.
METHODOLOGY 
 
Wage Collection During the Same Quarter 
LWDAs must use the same method of wage collection to verify employment and wage information within the same quarter. For example, if a direct wage match is used to determine employment status in the second quarter after exit, the same direct wage match record must be used for both median wage information in the second quarter after exit. Likewise, if supplemental wage data is used to determine median wage information in the second quarter after exit, then the same supplemental wage information must be used to determine employment status in the second quarter after exit.  
 
Wage Collection Across Different Quarters 
LWDAs are not a required to use the same method of wage verification across quarters, particularly in the event that the individual’s employment status changes, making the employment and wage verification method initially used not practicable or ideal. For example, if an LWDA uses the supplement data for the second quarter after exit indictor, the LWDA may use direct wage match in the fourth quarter after exit. 
 
Note: If a program uses supplement wage information follow-up to retrieve data on any of the employment-related performance indicators, data must be collected on all of these indicators, or missing and incomplete data points will be counted as a negative when levels of performance for the indicator(s) are calculated. 
 
SUPPLEMENTAL WAGE FOLLOW-UP PROCEDURES  
 
LWDAs must develop written procedures to collect data in a valid and reliable manner. LWDAs must also train staff on the implementation of follow-up procedures, including what to say to former participants or their employers to encourage cooperation, and voluntary and truthful wage disclosure. The written procedures must require staff to: 
 
A. Inform participants at program entry about supplemental wages information follow-up process and collect extensive contact information about them, such as the addresses and phone numbers of relatives or others who may know the participant’s whereabouts over time and employment information.  
 
B. Encourage participants to provide new addresses and phone numbers when they move, and implement procedures to update participant information periodically while the participant is enrolled in the program. 
 
C. Conduct the follow-up as close to the reference quarter in the employment-related performance measure as possible (refer to Timeline for Commencing Data Collection for Employment-Related Performance Measures Table below);  
 
D. Identify the appropriate information to collect from the participant to assist in and during follow- up, such as the participant’s SSN (if available), contact information, and supplemental wage information related to all of the employment-related performance measures;  
 
E. Identify local resources available to conduct the follow-up; and 
 
F. Identify if follow-up will be conducted more frequently than quarterly. Follow-up may be conducted on a quarterly, continuous, or monthly basis.  
      
ACCEPTABLE FORMS OF SUPPLEMENTAL WAGE INFORMATION 
 
 LWDAs may use tax documents, payroll records, and employment records the following types for supplemental wage information, including:  
 
· Copies of quarterly tax payment forms to the Internal Revenue Service, such as a Form 941 (Employer’s Quarterly Tax Return);  
 
· Copies of paystubs (minimum of 2 paystubs); or  
 
· A signed letter from an employer on company letterhead, attesting to an individual’s employment status and earnings. 
 
ACCEPTABLE FORMS OF SUPPLEMENTAL DATA  
 
LWDAs may use the following types of supplemental wage data: 
 
A. Follow-up survey (self-reported) from program participants; 
 
B. Income earned from commission in sales or similar positions; 
 
C. Detailed case notes verified by an employer and signed by the LWDA staff;  
 
D. Automatic database systems or data matching with partner programs with whom Data Sharing Agreements (DSAs) exist;  
 
E. One-Stop operating systems’ administrative records, such as current records of eligibility programs with income-based eligibility (e.g. Temporary Assistance for Needy Families (TANF), or Supplemental Nutrition Assistance Program (SNAP)); or  
 
F. Self-employment worksheets signed and attested to by the program participant. 
TIMEFRAME FOR COLLECTING SUPPLEMENTAL WAGE INFORMATION 
 
The optimal time for collecting supplemental wages data is a soon as possible after the second and fourth full quarters after exit.  The need for supplemental wages may not be apparent until no match is found in UI records, or in federal or military employment, which become available on a time-lagged basis.  However, if the LWDA knows or predicts that UI wages will not be available for individuals, the LWDA does not need to wait two quarters after the close of the second and fourth quarter after exit to formally document that UI wages are not available and begin collection of supplement wage information. 
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	Employment Rate-2nd 
Quarter after Exit  
	During 3rd and 4th quarter after exit  
	Beginning 3rd Quarter after exit  

	Employment Rate 4th 
Quarter after Exit  
	During 5tgh or 6th quarter after exit (first or second quarter, next program year)  
	Beginning 5th quarter after exit  

	Median Earnings-2nd 
Quarter after Exit  
	During 3rd or 4th quarter after exit  
	Beginning 3rd quarter after exit  

	Credential Attainment-
Within 1 year after Exit  
	During 2nd or 3rd quarter after exit 
	Beginning the 2nd quarter after exit 


 
The following Wage Conversion Chart must be used to convert hourly/weekly/biweekly/monthly/annual wages into quarterly wages and is intended to be used in a comma separated values file, such a Microsoft Excel, and is included in this broadcast as a reference. 
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	Wage Conversion Chart 

	Directions: Collect the hourly/ weekly/bi-weekly/ monthly/ annual wages as required in PIRL data element 1703, 1704, 1705, 1706  
 

	Convert Hourly Rate to Quarterly Wages 

	Hourly Rate 	Hours Worked per 	13 Weeks Per 	Quarterly Wages ($XXX.XX/Hour)      	Week on Average  	Quarter 
(XX.X) 
$10.00                  ×                  32.0               ×                13            =            $4,160.00 

	Convert Weekly wages to Quarterly Wages 

	Weekly Wages 	13 weeks per Quarter 	Quarterly Wages 
($xxxxx.xx) 
$290.00                ×                                     13                                 =             $3,700.00 

	Convert Biweekly Wages to Quarterly Wages 

	Biweekly Wages 	6.5 Biweekly Pay Periods 	Quarterly Wages ($XXXXX.XX) 
$580.00                ×                                   6.5                                 =             $3,770.00 

	Convert Monthly Wages to Quarterly Wages 

	Monthly Wages 	3 Months per Quarter 	Quarterly Wages 
($XXXXX.XX) 	  
$1, 256.00            ×                                    3                                    =             $3,700.01 

	Convert Annual Wages to Quarterly Wages 

	Annual Wages 	4 Quarter per Year 	Quarterly Wages  
($XXXXXX.XX) 
$15,080.00           ÷                                   4                                    =             $3,700.00 


 
All requests for clarification should be sent via e-mail by your policy designee to: WIOAQandA@azdes.gov. 
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