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WORK EXPERIENCE (WEX)
PARTICIPANT FILE 
MINIMUM CONTENT REQUIREMENTS
Program Forms and Payroll Documentation

At a minimum the following documents should be completed and retained in participant files 

(unless otherwise noted) who are enrolled into Work Experience Activities, this list does not
 replace other required file documents.
	Document

	Completed

	
	

	Worksite Position Request 
	

	WEX Worksite Agreement (optional see WEX Manual)
	

	Worksite Orientation/Safety Training form 
	

	Emergency Treatment Form (under 18 only)
	

	Work Permit (under 18 only)
	

	I-9 & all supporting documentations
	

	W-4 
	

	Supervisor Monitoring Instrument 
	

	Participant Monitoring Instrument 
	

	Performance Evaluation Form 
	

	Completed Time Cards 
	

	Acknowledgement of Receipt and Review of (Participant) Handbook
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