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The Exception to Rule process governs formal requests to exceed Support Service limits.
Important Facts about This Process:
1. The WorkFirst Program Administration Unit makes the final decision on requests made for Support Services beyond the limits provided in WAC 388-310-0800.
2. Exceptions will only be considered when the WorkFirst participant’s situation differs from the majority and has a significant impairment or limitation that is not addressed by current limits.
3. The ETR process is to be completed within ten days.
Process Steps:
Process for Completing an Exception to Rule (ETR): 
1. Assess and Document  
The ESD WorkFirst Counselor will:
a. Determine the need for an ETR.
b. Inform his/her supervisor of the intent to request an ETR.
c. Document in eJAS Notes the request for the ETR and the goods or service requiring the ETR.  Include details such as cost; if the participant is working and if working, the employment start dates, hours, and payroll information.
2. Complete the ETR Form- Completing the ETR Form
3. Provide both the amount of the voucher and the amount of the cost over the support service limit in the ETR. 
4.  If the request is for tools, attach a copy of the Statement of Tools Required; for car repairs, attach copies of two estimates.
5. Follow the Step-by-Step process found in WorkFirst Internal Controls Manual/ Support Services Section 3.



WorkFirst Point of Contact:
WorkFirst Administration Unit   
1-800-339-3981

Policy/Mandates Informing This Process:
1. WAC 388-310-0800, WorkFirst – Support Services
2. WAC 388-440-0001, Exception to Rule
3. WorkFirst Handbook
a. Hand Book 2.2, Support Services
b. Hand Book 2.2.8, How do I request an Exception to Rule?
4. ETR Step-by-Step-WorkFirst Internal Controls Manual/ Support Services Section 3 (
Step-by-Step
)
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