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Work Experience Policy 

 

I. PURPOSE:   

 

This policy provides guidance and procedures for the effective administration and implementation of 

work experience (WEX) activities within the North Central Workforce Development Area (NCWDA).  

In accordance with the Workforce Innovation and Opportunity Act (WIOA), Section 681.600, work 

experience is recognized as an allowable activity for eligible WIOA participants. This policy also applies 

to eligible participants in the TANF Youth Development Program (TANF Youth). 

 

Though, On-the-Job Training is considered Work Experience for Youth under WIOA, this policy primarily 

refers to non-OJT WEX activities. For further information on OJT the relevant policy should be 

referenced. 

 

II. REFERENCES:   
 

 Workforce Innovation and Opportunity Act (WIOA), Public Law Sections 113-128; Sections 3(44); 
129(c)(2)(C); 134(c)(2)(A); 134(d)(5); 188(a)(2) and (3); 195(6) 

 20 CFR 603 et seq.; 20 CFR 679.410(a)(3) and (c); 20 CFR 680.170 – 680.190; 20 CFR 680.700; 20 CFR 
680.830 – 680.840; 20 CFR 681.480; 681.590 – 681.600; 20 CFR 683.200(g)(1); 20 CFR 683.250(a)(2); 
20 CFR 683.270 – 683.280 

 2 CFR 200.112, 2 CFR 200.318, 2 CFR 2900 

 29 CFR 570.33; 29 CFR 570.35 

 29 U.S.C. 212 

 Fair Labor Standards Act (FLSA) of 1938 

 https://www.dol.gov/agencies/whd/child-labor 

 Training and Employment Guidance Letters (TEGLs) No. 8-15, No. 13-16, No. 19-16, No. 21-16, No. 
10-23, No. 35-10, No. 12-09 

 Davis-Bacon Act 

 Pennsylvania Child Labor Act of October 24, 2012, P.L. 1209, No. 151 

 43 P.S. § 40.1 et seq., sets guidelines, with specific rules detailed in 34 Pa. Code § 17.18 
o https://www.pa.gov/agencies/dli/resources/compliance-laws-and-regulations/labor-

management-relations/child-labor-act 

 Americans with Disabilities Act (ADA) 

 Equal opportunity and non-discrimination requirements 

 Commonwealth Workforce Development System (CWDS) / PA CareerLink®Help Center 

 Workforce Solutions Policies (On-the-Job Training (OJT), Transitional Jobs, TANF Youth Program) 

III. BACKGROUND:   

 

WEX is intended to foster the development of foundational work habits, essential employability skills, 

and career readiness for individuals who have limited or no prior work experience, minimal occupational 

https://www.dol.gov/agencies/whd/child-labor
https://www.pa.gov/agencies/dli/resources/compliance-laws-and-regulations/labor-management-relations/child-labor-act
https://www.pa.gov/agencies/dli/resources/compliance-laws-and-regulations/labor-management-relations/child-labor-act
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exposure, or who have been disconnected from the labor force for an extended period. WEX activities 

are structured, time-limited learning opportunities conducted in real workplace settings. These 

experiences may be paid or unpaid, in accordance with applicable laws and regulations. 

 

The goal of WEX is to support WIOA and TANF Youth participants by providing hands-on opportunities 

for career exploration, skill acquisition, and the development of work maturity and soft skills essential 

for long-term employment success. Eligible individuals include youth participating in WIOA In-School, 

WIOA Out-of-School, or TANF Youth Development programs. Adults should be evaluated for Transitional 

Jobs before considering a WEX. WEX for adults is to be limited and placement is intended to be a 

pathway to unsubsidized employment. 

 

Under the Workforce Innovation and Opportunity Act (WIOA), paid and unpaid WEX is an allowable 

activity and one of the 14 required youth program elements that must be competitively procured when 

selecting youth service providers. 

 

WEX is a planned, structured, and time-limited learning experience that takes place in a workplace 

through a formal agreement between the WIOA Title I service provider (provider), the business or 

organization hosting the experience (WEX host site), and the participant. WEX opportunities may occur 

in the private, nonprofit, or public sectors and can be either paid or unpaid. WEX host sites are not 

financially compensated for mentoring participants. When paid, wages are funded by the provider and 

paid directly to the participant. Labor standards apply to all WEX placements that establish an employer-

employee relationship, as defined by the Fair Labor Standards Act and applicable Pennsylvania laws and 

regulations.  

 

The purpose of WEX for both youth and adults is to develop workplace values, behavioral competencies, 

and job-specific skills. For youth, WEX offers exposure to real-world work environments, reinforces 

appropriate workplace behavior, and supports long-term employment readiness. It serves as a 

foundation for unsubsidized employment and progression along a career pathway. 

 

Local WIOA Title I youth programs are required to allocate at least 20% of their youth formula funds to 

work experience activities. Qualifying expenditures include: 

 Participant wages and fringe benefits 

 Staff time spent on developing, coordinating, and managing WEX activities 

Local programs must track and report WEX expenditures (excluding administrative costs) separately. 

Leveraged resources do not count toward the 20% expenditure requirement. 

  

IV.  DEFINITIONS:   

 

Academic education component – contextual learning that accompanies a WEX including the academic 

information necessary to understand and work in specific industries or occupations. Example academic 

education to work in a hospital setting would be learning what individuals working in hospital would 

need to know such as why blood type matters, name of specific bone, or function of organ in the body.   
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Incentive –  a payment to an enrolled youth participant for successful participation and achievement of 

expected outcomes as identified in the participant’s Individual Service Strategy (ISS). The incentive must 

be linked to an achievement and must be related to a training and/or education activity that specifically 

addresses at least one of the fourteen (14) required Youth Program elements. 

 
Internship –  a system of gaining on-the-job experience by placement in a work environment for a 

period of time with the goal to build technical and job awareness skills. Internships may be paid or 

unpaid.  

 
Job shadow –  a worksite experience during which an individual spends time one-on-one with an 

employee observing daily activities and asking questions about the job and industry. Individuals 

participate before, during and after the job shadow to help them understand and reflect on what is 

learned at the worksite. The job shadow allows the individual to determine career compatibility and 

responsibilities. Job shadowing is like an expanded informational interview. 

 
Nepotism – in a legal context, generally refers to the practice of favoring relatives or close friends in 

hiring, promotions, or other employment decisions, particularly when those decisions are made by 

someone in a position of power or authority. While not always illegal, it often raises ethical concerns 

and can violate anti-discrimination laws if it leads to unfairness or bias in the workplace. 

 
Occupational education component – contextual learning that accompanies a WEX including the 

occupational information necessary to understand and work in specific industries or occupations. 

Example occupation education to work in a hospital setting would be learning what duties specific jobs 

in the hospital perform, such as phlebotomist, or radiology technician.                            

 
On-the-Job Training – training by an employer that is provided to a paid participant while engaged in 

productive work in a job that:  

• Provides knowledge or skills essential to the full and adequate performance of the job;  

• Is made available through a program that provides reimbursement to the employer of a percentage 

of the wage rate of the participant; and  

• Is limited in duration as appropriate to the occupation for which the participant is being trained, 

considering the content of the training, prior work experience of the participant, and the service 

strategy for the participant.  

 
Pre-apprenticeship programs – programs or set of strategies designed to prepare individuals to enter 

and succeed in Registered Apprenticeship programs and have a documented partnership with at least 

one, if not more, Registered Apprenticeship programs.  

 
Public service employment –  work normally provided by governments, or in non-profit organizations 

that benefits the public good. This includes, but is not limited to work in fields of: social welfare, 

community improvement, environmental protection, healthcare, education, public safety, and cultural 

organizations.  
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Summer employment opportunities –  an activity conducted mainly during the summer months which 

involves work experience as the primary strategy and must provide direct linkages to academic and 

occupational learning.  

 
Transitional Jobs – per WIOA Section 134(d)(5) means paid work experience for adults that:  

 is time limited and subsidized;  

 is in the public, private or nonprofit sector;  

 is provided to individuals with barriers to employment who are chronically unemployed or who have 

an inconsistent work history;  

 is combined with comprehensive employment and supportive services;  

 is designed to help the customer establish a work history, demonstrate success in the workplace, 

and develop the skills that lead to entry in and retention in unsubsidized employment; and 

 is designed with employment as the desired outcome, although there is no requirement that the 

employer retain the individual upon completion of the transitional job. 

 
Work Experience – a planned, structured learning experience that takes place in a workplace for a 

limited period of time and provides participants with opportunities for career exploration and skill 

development. Internships and other work experiences may be paid or unpaid, as appropriate and 

consistent with other laws, such as the Fair Labor Standards Act.  An internship or other work 

experience may be arranged within the private for-profit sector, the non-profit sector, or the public 

sector.  Labor standards apply in any work experience setting where an employee/employer 

relationship, as defined by the Fair Labor Standards Act, exists. 

 
WEX host site –  a business hosting a work experience which provides the hands-on learning 

experiences, mentoring, and supervision of the WEX participant.  

 

V. POLICY:    
 

A. WEX activities include the following: 

1. Summer employment, 

2. Year-round employment, 

3. Pre-apprenticeship programs, 

4. Internships, 

5. Job shadowing, and  

6. On-the-Job Training (OJT) as defined in WIOA sec. 3(44) and 680.700. 

B. Linkage to Education – WEX for youth must be connected to academic and occupational 

education, either concurrently or sequentially, as outlined in the participant’s Individual Service 

Strategy (ISS) and clearly documented in the WEX training plan.  

 Education may be delivered separately from the worksite, including through secondary or 

postsecondary programs.  

C. Provider must develop a handbook which outlines expectations for both participants and 

employer WEX host sites. This handbook is to be approved by Workforce Solutions. 
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D. Participant Eligibility – WEX participants must meet program eligibility requirements and be 

enrolled into the respective WIOA/TANF program, and  

1. Participant must have received an assessment, and an Individual Service Strategy (ISS) or 

Individual Employment Plan (IEP) that documents a need for or benefit of WEX that directly 

matches the participant’s long-term employment goal. 

2. Participants interested in paid WEX services must be eligible to work in the U.S. and provide 

appropriate I-9 or work authorization documentation prior to starting a WEX.  

3. Participants must be actively engaged in their assigned activities and have a demonstrated 

history of maintaining contact with programmatic staff. 

E. WEX Host Site Eligibility – WEX host sites may be public, private non-profit, or private for-profit 

entities. To ensure that all placement environments are safe, compliant, and conducive to 

learning, the following criteria must be met before a participant may begin training: 

1. The provider must approve all WEX host sites prior to placement. 

2. WEX host sites should maintain an employer record in the Commonwealth Workforce 

Development System (CWDS)/PA CareerLink® website. 

3. WEX host sites must not have unresolved or uncorrected health and safety violations. 

4. WEX host sites must display and make accessible all required Equal Opportunity, Civil Rights, 

Complaint Procedures, Child Labor Law, Worker’s Compensation notices, and any other 

required federal, state, or local documentation. 

5. Sites hosting youth under age 18 must ensure supervisors have appropriate Child Abuse 

clearances, FBI background checks, and State background checks. 

 Copies of clearances must be available upon request or kept with the Worksite 

Agreement. 

6. All Employers/WEX host sites must be aware and follow the Child Labor Provisions of the Fair 

Labor Standards Act and the Commonwealth of PA Child Labor Act (Reference: 

https://www.dol.gov/agencies/whd/fact-sheets/43-child-labor-non-agriculture; 

https://www.pa.gov/agencies/dli/resources/compliance-laws-and-regulations/labor-

management-relations/child-labor-act). 

7. Employers must be ADA compliant and adhere to all equal opportunity and non-

discrimination requirements and guidance by the federal, state, and local areas. 

8. The WEX host site must have sufficient meaningful work to keep the participant engaged and 

learning.   

9. The WEX host site must provide adequate supervision and structured learning opportunities 

throughout the experience. 

10. Employers are not expected to hire participants permanently; however, consideration for 

unsubsidized employment opportunities should be encouraged when appropriate. 

F. In addition to meeting the eligibility standards above, WEX host sites and providers must also 

comply with federal safeguards designed to protect existing workers, ensure fair labor practices, 

and prevent misuse of WIOA funds. The following restrictions apply to all WEX placements. 

1. Participants must not displace any currently employed worker, including reduction of hours, 

wages, or benefits. (WIOA sec. 683.270(a)) 

2. Participants may not fill jobs vacated due to strikes, lockouts, or layoffs. (WIOA sec. 680.840) 

https://www.dol.gov/agencies/whd/fact-sheets/43-child-labor-non-agriculture
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3. Programs must not impair existing service contracts or collective bargaining agreements. 

Written concurrence from labor organizations and employers is required when potential 

conflicts exist. (WIOA sec. 683.270(b)) 

4. Participants may not be employed in or assigned to a job if: 

•  Another individual is on layoff from the same or a substantially equivalent job;  

•  The employer has terminated or involuntarily reduced its regular workforce with the 

intention of filling the vacancy with a WIOA participant; or 

•  The job is part of a promotional line that would infringe on the advancement 

opportunities of current employees. (WIOA sec. 683.270(c)(1–3)) 

5. WIOA funds cannot be used for agreements with host sites that are debarred, suspended, or 

otherwise excluded from or ineligible for participation in federal programs or activities. 

 It would not be allowable to expend federal funds for a WIOA employment and training 

activity or activities that are illegal on the federal level, such as a WEX activity in a 

medical marijuana facility. 

6. Participants may not engage in partisan or nonpartisan political activities during hours paid 

with WIOA funds. (WIOA Section 195(6)) 

7. WIOA funds cannot be used for the construction or maintenance of facilities primarily for 

religious purposes with the exception of maintenance of facilities that are not primarily used 

for instruction or worship and are operated by organizations providing services 

to WIOA participants. (WIOA Section 188(a)(3)) 

8. Public service employment is prohibited except as specifically authorized under Title I of 

WIOA. (§ 683.250(a)(2)). WIOA focuses on workforce development and career pathways, 

not on funding public service jobs. All WEX placements must benefit the participant more 

than the worksite and should not be used as a means for the employer to be able to afford 

workers or to recruit volunteers. 

9. Participants may not be placed in WEX which involves nepotism (see definitions).  

10. The business owner and supervisor cannot be family members to WIOA or TANF participants 

receiving WEX – an individual who is related to the participant is: father, mother, 

grandparent, grandchild, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, 

niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-

law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, 

half-brother, or half-sister. (§ 683.200 (g)(1)) 

G. CWDS serves as the official system of record. The provider must ensure that all required progress 

notes, services, assessments, and related documentation are entered accurately and within 

established data entry timeframes. 

H. The provider must develop WEX opportunities that promote career exploration, skill 

development, and work readiness. WEX should allow participants to gain exposure to workplace 

expectations and acquire the personal attributes, knowledge, and skills needed to obtain and 

advance in employment. To the extent possible, all WEX should reflect realistic working 

conditions. 

I. WEX must be aligned with the participant’s identified needs as determined through the objective 

assessment and should support the participant’s individual career or employment goal whenever 

feasible. 
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J. The duration of the WEX must be based on information gathered through assessments and 

documented in the participant’s IEP or ISS. The length of the experience must be limited to the 

hours necessary for meaningful career exploration, development of appropriate work habits, and 

achievement of the stated goals. Job complexity and task requirements may also influence 

duration. For TANF Youth, a single WEX at one host site must not exceed six months. 

K. Participants may engage in multiple WEX opportunities to support career exploration. These 

experiences may be shorter in duration and tailored to the participant’s needs and goals. 

L. WEX may take place in private for-profit, private non-profit, or public-sector settings; however, 

they must remain clearly distinguishable from public service employment, as defined in this 

policy. While host sites may receive incidental benefit—such as completed work or access to 

potential employees—the primary purpose of WEX must always be to benefit the participant. 

M. Public service employment should be used primarily to support soft skills development, unless 

the WEX can be clearly connected to a career pathway aligned with the participant’s identified 

career interest. WEX intended for soft skills development must not exceed 12 weeks unless a 

longer duration is clearly justified in the participant’s IEP or ISS. 

N. Participants must not be placed in a WEX for the sole purpose of income generation. 

O. WEX may not be used as a stand-alone service. Participants must receive career counseling 

related to their career interests before, during, and after the WEX. 

P. Participants engaged in WEX must receive financial literacy services.  

Q. WEX Agreements must be executed by both the provider and the WEX host site. 

R. Training Plans must be developed and signed by the provider, the WEX host site, the WEX 

participant, and—when the participant is under age 18—the participant’s parent or guardian. 

S. WEX Agreements and Training Plans must be fully executed prior to the start of any WEX 

placement. 

T. WIOA Program Staff Responsibilities  

1. Provide clear expectations to both the participant and the WEX host site to ensure that a 

meaningful, well-planned WEX is implemented. 

2. Monitor participant progress and address challenges promptly to support a successful 

experience. 

3. Visit the WEX participant or WEX host site at least once per month. 

4. Ensure accurate completion of all required documentation and timely data entry into the 

system of record. 

5. Serve as the primary point of contact for questions from the WEX host site, participant, and 

parent/guardian when applicable. 

6. Maintain accurate records of hours worked, wages, incentives, and support services, as 

applicable. 

7. Collect feedback from both WEX host sites and participants to support continuous 

improvement of WEX activities. 

U. Participants engaged in paid WEX activities must be compensated at no less than $9.50 per hour. 

(Note: Youth participating in WIOA-funded On-the-Job Training must be paid a minimum of 

$14.50 per hour, in accordance with the Workforce Solutions OJT Policy.) 

V. Unpaid WEX – The provider may offer unpaid WEX opportunities limited to job shadowing and 

governed by the following conditions: 
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1. The WEX consists solely of the participant observing others performing work; the participant 

may not engage in manual or physical work. 

2. The participant must be the primary beneficiary of the experience. The WEX host site must 

not derive an immediate or significant advantage from the participant’s presence and may 

experience some operational burden. 

3. The experience must not include any guarantee or expectation of employment at its 

conclusion. 

4. The participant—and the parent or guardian, when the participant is under age 18—must 

sign a waiver acknowledging: 

a. That the experience is an unpaid WEX; 

b. That the participant is not an employee of the provider or WEX host site; 

c. That the participant is not covered by workers’ compensation; and 

d. That the participant assumes all risks associated with participation. 

5. The participant must not operate any motor vehicle as part of the WEX, except when 

traveling to or from the site as part of their personal commute. 

W. Monitoring and Oversight 

1. Notification: Workforce Solutions must be notified of serious incidents, and all Labor Law 

violations within 48 hours of the recognition of the issue. 

2. The provider is responsible for continuous monitoring and oversight of all WEX placements to 

ensure compliance with federal, state, and local policy, support participant success, and 

uphold program integrity. 

3. Provider must monitor WEX placements through on-site visits, remote desk reviews, and 

regular communication with both the host site and participant. These efforts assess the 

participant’s progress toward objectives outlined in their IEP/ISS. 

4. WEX will be monitored as part of the Workforce Solutions Oversight Plan. Monitoring may 

include surveys, site visits, interviews and other such processes to ensure participants are 

receiving valuable experience which follows all applicable policy relevant to safety, ADA, 

equal opportunity, and non-discrimination. WEX is subject to desk review of the CWDS file 

and physical file including but not limited to:  

 WEX agreement and any modifications 

 Time, attendance, and payroll records 

 Justification for training, IEP/ISS, and training plan 

 Performance evaluations 

 Corrective actions, if necessary, including timelines 

 Required signatures and documentation 

 Reporting of discrepancies 

 

Please reference Workforce Solutions Transitional Jobs Policy and the On-the-Job Training Policy for 

further information and guidance. 

 

VI.  POLICY EXCEPTIONS:   
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Any discrepancies arising between Workforce Solutions policy and/or procedures with federal and state 

provisions due to current or future revisions will default to the current minimum federal and state 

regulations and guidance available. Workforce Solutions policy/or procedures may set forth stricter 

requirements than provided by federal and state guidance, but in no case will local policy and/or 

procedures not meet minimum federal and state policy. 

 

VII. RESCISSIONS:   

 
None 

 

VIII. EXPIRATION:  

 
Ongoing 

 

IX.  INQUIRIES:  

 

Questions shall be directed to: 

 

Pam Streich, Executive Director at pstreich@ncwdb.org; or 

Tonya Mauk, Oversight and Project Manager at tmauk@ncwdb.org; or 

Donna Hottel, Strategic Planning and Project Manager at dhottel@ncwdb.org 

 

Workforce Solutions for North Central PA 

425 Old Kersey Road 

Kersey, PA 15846 

(814) 245-1835 

 

X. POLICY HISTORY:  

This policy is reviewed annually (at a minimum), typically during the first week of July, by Workforce 

Solutions’ staff to assess and implement any necessary changes, edits, updates and revisions. 

Name of Staff 
Reviewer 

Date of Review Description of Change(s) Effective Date 

Tonya Mauk, Donna 
Hottel, Pam Streich 

December 17, 2025 New Policy December 17, 2025 

 
Auxiliary aids and services are available upon request to individuals with disabilities. 

Equal Opportunity Employer/Program 
For more information on the Stevens Amendment and Funding, visit 

https://www.workforcesolutionspa.com/categories/resources/pages/stevens-amendment 

file://///2022Server/D/General/Policies/pstreich@ncwdb.org
file://///2022Server/D/General/Policies/tmauk@ncwdb.org
file://///2022Server/D/General/Policies/dhottel@ncwdb.org
https://www.workforcesolutionspa.com/categories/resources/pages/stevens-amendment

