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An Employment Security Department Work Experience Contract (WEX) is an unpaid, part-time, short-term (up to six weeks) training assignment linked with other job search activities.  The purpose is to give WorkFirst participants work experience to assist them in obtaining gainful employment.
Important Facts About This Process:
1. The WorkFirst supervisor must document in eJAS the justification for WEX before the contract is created.
2. The contract is created in JAS and can be approved for up to six weeks.
3. All forms must be reviewed and signed by the WorkFirst supervisor and the work site supervisor before the parent starts work.
4. The WorkFirst supervisor must send a signed copy of the General Agreement, WEX Terms and Limitations, the WEX Contract with original signatures, WEX Timesheet, and Progress Review to ECDD WorkFirst Administration unit, PO Box 9046, Olympia, WA 98507-9046 by the 10th of the following month.  The original WEX contract is maintained by ECDD WorkFirst.
Process Steps:
1. Guidelines: Use the step-by-step process for setting up a WEX found at Internal Control Manual Section 6 
2.  See: Process Desk Aid WEX
Performance Measures:
There are no performance measures for WEX
Electronic Access:
eJAS
JAS/JFS
TPX
Process Desk Aids
1. WEX
WorkFirst Point of Contact:
WorkFirst Administration Unit   
1-800-339-3981
Policy/Mandates Informing This Process:
1. Work Experience/WorkFirst Handbook Chapter 4.4
2. What is Work Experience WorkFirst Handbook 4.4.1 
3. WEX Standards



Revised 12//11	Page 1 of 2

Revised 11/16/12	Page 2 of 2

image1.jpeg




