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ESTABLISHING A 

WEX WORKSITE 
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❖ Look at previous program year WEX partnerships 

❖ Locate local businesses (recommend near the youths 

residence, if transportation is an issue)

❖ Reach out to places youth is interested in and talk to the 

supervisor/manager

❖ Drop off program flyer locally with your business card

❖ Depending on the youths interests, reach out to local 

schools, non-profits, food banks, and community centers



WEX WORKSITE 

LIST 
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❖ Before placing any youth at a WEX site, the WIOA Youth 

Provider staff must submit a WEX work site list to SETA 

with potential worksites that will be used for WEX.  

❖ The WEX worksite list contains categories such as the WEX 

work site address, supervisor name & phone #, occupational 

title, and how many youth are planned to be placed in the 

program year. 

❖ This WEX worksite list should be updated every time a new 

site will potentially be used. 



WEX WORKSITE LIST 7

❖ The WEX worksite list must be emailed
to the WIOA Youth Program supervisor 
for approval.

❖ Do not place a youth at a WEX site
before getting approval to use the WEX
as a work site.



EMPLOYER/SUPERVISOR 

HANDBOOK 
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❖ Once a Work Experience site is established the 

Employer/Supervisor Handbook should be given to the 

WEX supervisor (preferably before the youth begins WEX)

❖ Includes their role as a WEX supervisor, general information, 

breaks/lunches, incident report information, sexual 

harassment, payroll instructions etc. 

https://staff.seta.net/app/uploads/2018/06/Work-Experience-Employer-Handbook.pdf

https://staff.seta.net/app/uploads/2018/06/Work-Experience-Employer-Handbook.pdf


WORKSITE AGREEMENT
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❖ The Worksite Agreement is a 5 page document that needs to 

be signed by the WEX supervisor, youth, and case manager. 

(if the youth is under 18yrs, parent signature is needed)

❖ The Worksite Agreement includes information such as; 

employer name, address/phone #, job title, job description,# 

of hours, hourly rate, start date, and end date. 

❖ The 5th page is the Job Specific (Occupational) skills 

assessment and evaluation. 

https://staff.seta.net/app/uploads/2012/07/NEW-Worksite-agreement-WIOA.doc

https://staff.seta.net/app/uploads/2012/07/NEW-Worksite-agreement-WIOA.doc


WORKSITE AGREEMENT 

ADDITIONAL COMMENT BOX
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❖ Any updates within the duration of the WEX should be noted here. 
(Example: Additional/decreased hours, changing worksites, actual end date etc. 

❖ A case note should reflect any WEX updates or changes as well.



JOB SPECIFIC (OCCUPATIONAL) 

SKILLS ASSESSMENT AND 

EVALUATION
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❖ This form is completed at WEX enrollment and WEX completion.

❖ Elements of training should match the 
elements/job description on page 1 of the 
worksite agreement. 
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❖ All WEX worksite agreement should be emailed to YouthMis@seta.net for review. 

❖ SETA staff will make sure all fields are filled out correctly and Activity Code 425 
matched WEX start date on the worksite agreement. 

❖ Remember the WEX worksite must be approved before you complete the worksite 
agreement. 

❖ A copy of the WEX worksite agreement is kept in the hard file. 

mailto:YouthMis@seta.net


MATERIALS NEEDED AT 

WEX WORKSITE
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1.Employer/supervisor handbook 

2.Worksite agreement

3.Timesheets/evaluations

4.Incident report form(s)
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WEX PLACEMENT 

TIMELINE
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1. Connect with a WEX site depending on youth I.S.S and expressed 

interests.

2. Provide employer/supervisor handbook to WEX supervisor. 

3. Fill out the worksite agreement (you will need an established start 

date for the youth).

4. Open Activity code 425 with begin date matching start date on 

worksite agreement (leave open) with a matching case note. 

5. Timesheet pickups and keep track of youth wages in hard file and 

case notes. 

6. Close activity code 425 on their last day of WEX 

7. Have the WEX supervisor fill out another specific occupational 

skills assessment and evaluation. (Kept in hard file)

8. Provide a last day of WEX case note for the date you close the 

activity code. 



WORK EXPERIENCE (WEX) FLOW 23

ESTABLISH A 

WEX SITE 

PROVIDE EMPLOYER 

WITH THE 

EMPLOYER/SUPERVISOR 

HANDBOOK

COMPLETE THE 

WORKSITE AGREEMENT

OPEN AC 425 MATCHING 

THE WEX START DATE 

(LEAVE OPEN)

ADD FIRST DAY OF WEX

CASE NOTE

FILL OUT POST SPECIFIC 

OCCUPATIONAL SKILLS 

ASSESSMENT AND 

EVALUATION 

CONTINUE TIMESHEET 

PICKUPS AND PAYCHECK 

DISTRIBUTIONS (CASE 

NOTES)

CLOSE AC 425 ON THE LAST 

DAY OF WEX (AND CASE 

NOTE)

❖ You must keep track of timesheets and pay with case notes and copies in hard file. 
❖ Pre (first day) and Post(last day) specific (occupational) skills assessment and evaluation in hard file.  



WEX ACTIVITY AND 

CASE NOTES



WORK EXPERIENCE-AC 425

❖ Activity code 425 is opened on the WEX start date. 

❖ The expected end date should match the end date on the 
Worksite Agreement. (Depends on the number of hours 
they are given the opportunity to complete)



❖AC 425 is left open until the youth ends WEX. (Close on their last day)

❖ This section is left blank to leave a AC code open



CASE NOTE 425-WORK EXPERIENCE 

(START DATE) EXAMPLE

Case Manager met with supervisor and youth to go over the 
worksite agreement. Youth started their paid work experience 
today 7/20/2023 at Rite Aid. Their position is a Rite Aid Team 
Member, and duties consist of customer service, stocking, 
inventory, unpacking products, facing products, and overall 
organizing merchandise throughout the store. They will be paid 
$15.50 per hour for 180 hours, which is estimated to be 
completed 11/6/2023. Case manager will continue to check on 
youth throughout their work experience. 

SUBJECT: AC 425-FIRST DAY OF WEX



WEX TIMESHEET AND 

PAYCHECK PICK UP
❑ The case manager will need to document timesheets collected for specific 

pay periods the youth is paid by WIOA funds, during their Work 
Experience (WEX). 

❑ This includes having the timesheets with the evaluations in the hard file, 
and a correlating case note. 

❑ As well as documentation for their wages/pay in hard copy and a 
correlating case note. 

❑DOES NOT NEED AN ACTIVITY CODE



WEX TIMESHEET PICK UP 

CASE NOTE EXAMPLE

Case manager picked up timesheet from Rite Aid for pay period 
7/17/2023-7/28/2023. Youth worked 28 hours out of 180 hours 
for this pay period. Supervisor expressed that the youth was a 
fast learner and has been a hard worker.  

(May want to mention timesheet evaluation if there is 
something that needs to be addressed)

SUBJECT: WEX Timesheet pick up (7/17/23-7/28/23)



WEX PAYCHECK PICK UP CASE 

NOTE EXAMPLE

Youth picked up their paycheck for pay period 7/17/2023-
7/28/2023. Youth picked up paycheck in the amount of $369.00 
for working 28hrs this pay period. 

(Mention any updates, if needed)

SUBJECT: WEX Paycheck pick up (7/17/23-7/28/23)



CASE NOTE 425-WORK EXPERIENCE 

(END DATE) EXAMPLE

Today the youth successfully completed 180 hours of Work 
Experience at Rite Aid as a Team Member. They were offered a 
permanent position by the supervisor at Rite Aid and will be 
meeting with the case manager to fill out the application. The 
supervisor informed the youth that the application needed to be 
submitted ASAP and a tentative start date would be 11/20/2023.

SUBJECT: AC 425-LAST DAY OF WEX



WHAT’S A DIRECT HIRE?



DIRECT HIRE

❑ If the youth is enjoying their WEX, the case manager should encourage 
the employer to hire on the youth if there is an open permanent position.

❑When the youth is picked up by their WEX site as a permanent employee, 
that means they are transferring to that employers payroll. 

❑ They may either be directly hired before finishing their WEX hours or 
afterward. 

❑Make sure to case note any employment whether it is a direct hire or 
another employer. 

❑DOES NOT NEED AN ACTIVITY CODE



DIRECT HIRE/EMPLOYED 

CASE NOTE EXAMPLE

Today the youth started their first day of work at Rite Aid. They 
finished their WEX on 7/31/2023 and were directly hired on 
permanently. Case manager congratulated client on their job 
positions and will continue to check in on their employment. 
(Details on direct hire position): 

Employer (Name):  

Position:

Full/part time (Hours):

Hourly Pay rate:

Supervisor (Name and phone #):

SUBJECT: YOUTH DIRECT HIRE OR EMPLOYED



YOUTH EMPLOYMENT 

PLACEMENT FORM



-This form should be 
filled out when a 
youth starts 
employment/training 
during the program 
year or in follow up.

-Form is emailed to 
Youthmis@seta.net and 
kept in the hard file. 

mailto:Youthmis@seta.net


ALL FORMS CAN 
BE FOUND ON THE 

SETA.NET 
WEBSITE FOR WEX 

THANK YOU!
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