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House Notes
 This training is being recorded – a copy of the training and 

associated materials will be sent to all REGISTERED attendees 

and posted online.

 The slide deck and associated materials will also be available to 

download via the NJCA Back-to-Basics website: 

www.njcaweb.org/btb. 

Please hold questions until the end of the training.

 If you would like a certificate confirming your participation in the 

training, please contact Stacy Green (sgreen@njcaweb.org). 

http://www.njcaweb.org/btb
mailto:sgreen@njcaweb.org


3 NATIONAL JOB CORPS ASSOCIATION

Disclaimers
The contents of this training do not constitute legal 

advice with respect to compliance with contract 

terms. Additionally, this training is being facilitated 

by the National Job Corps Association and has no 

affiliation with the U.S. Department of Labor.

 

Please coordinate with your direct 

manager/supervisor, campus leadership, 

AND/OR corporate leadership prior to 

implementing the recommendations or best 
practices from this training.
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WORK-BASED LEARNING

PETE CALVO

VICE PRESIDENT, BUSINESS DEVELOPMENT & COMPLIANCE



Job Corps 2.0 Pillars

WBL Involves all 7 Pillars - Directly or Indirectly



Learning Objectives

•Review and understand PRH 
Requirements for WBL

•Review OMS and EIS 
Outcomes for WBL

•Understand acceptable WBL 
Activities and those eligible 
for OMS Credits

•Learn to calculate pools and 
credits

•Explore strategies to 
improve performance 
outcomes



WBL Pre-Test (True or False)

1. Centers must develop partnerships with private and public employers to secure work-based learning 

opportunities for students at employer work sites.

Answer:  True – Job Corps 2.0 Pillar 4 - Develop Meaningful Partnerships is the reason WBL was added to the Direct Center 

Services Report Card

2. Centers are responsible for inspecting employer worksites in compliance with OSHA standards to ensure 

students are placed in safe and healthful work conditions for WBL

Answer:  False – Authority for inspections rests only with OSHA.  Centers are only responsible for visual inspection of 

worksites for potential hazards. 

 

3. The Off-Center WBL Rate is calculated in real-time and not upon separation.

Answer:  True – The WBL Rate is calculated in Real-Time and includes separated students during the performance period.

4. Students in the Off-Center WBL Rate Pool include all active and separated students enrolled in Job Corps 

during the covered period of performance.

Answer:  False – The pool only includes the students enrolled in a CTT program that participated in their first Meaningful Off-

Center WBL activity during the reporting period PLUS the number of students enrolled in a CTT program who separated during 

the reporting period without participating in a meaningful Off-Center WBL activity.

5. Meaningful off-center WBL is defined as a combination of 40 or more hours that is either off-center Career 

Technical Skills Training (CTST), Clinical Experience/Practicum, Cooperative Education, or Internship.  

Answer:  False - Meaningful off-center WBL is defined as one record/instance totaling 40 or more hours that is either off-

center Career Technical Skills Training (CTST), Clinical Experience/Practicum, Cooperative Education, or Internship. 



Center Outcome Measurement System

Off-Center Work-Based Learning Rate

Meaningful Off-center WBL is defined as one record/instance totaling 40 or 
more hours that is either off-center Career Technical Skills Training (CTST), 
Clinical Experience/Practicum, Cooperative Education, or Internship. 

While On-Center WBL is not credited, it is still expected to occur and be documented in CIS 

WBL opportunities must consist of multiple assignments that progressively vary in duration and complexity

Measure Definition Goal Weight

Off-Center Work-Based 

Learning Rate

Number of students who participated in their first Meaningful
3
 Off-Center 

Work-based learning (WBL) during the reporting period

Number of students enrolled in a CTT program that participated in their 

first Meaningful Off-Center WBL activity during the reporting period 

PLUS the number of students enrolled in a CTT program who separated 

during the reporting period without participating in a meaningful Off-Center 

WBL activity

35% 10%

PY 2025 DIRECT CENTER SERVICES (DCS) REPORT CARD

MEASURABLE SKILL GAINS (20%)



DCS OMS Report Card Outcomes

Boston Philadelphia Atlanta Dallas Chicago San Francisco National Avg.

PY-23 117.2% 95.2% 133.2% 100.8% 112.8% 126.8% 113.6%

PY-24 129.1% 98.9% 140.9% 96.9% 105.7% 118.6% 113.4%

PY-25 117.1% 86.3% 131.4% 109.7% 87.1% 109.1% 107.1%
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Improvement in Graduate WBL

 Job Corps added the Off-Center WBL measure in the DCS Report Card in      
PY-23.  Since that time, we have seen improvement (decline) in the 
percentage of graduates who had not completed at least 40 hours of Work-
Based Learning (WBL) 

Atlanta Boston Chicago Dallas Philadelphia San Francisco Total

PY-22 14.05% 15.83% 18.41% 19.04% 28.16% 11.59% 17.87%

PY-23 10.49% 16.22% 17.40% 17.42% 22.03% 9.73% 15.60%

PY-24 5.62% 10.30% 17.22% 14.88% 11.08% 7.08% 11.19%

PY-25 5.00% 9.33% 14.80% 9.92% 10.24% 5.93% 9.15%
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Average Graduate WBL

Not much change in the Average WBL hours for Graduates.

JC Executive Information System (EIS)

Atlanta Boston Chicago Dallas Philadelphia San Francisco National

PY-22 95.13 115.82 127 139.36 102.97 193.98 133.02

PY-23 117.71 120.74 143.26 143.42 134.53 179.73 142.13

PY-24 97.53 113.56 122.37 132.5 138.74 163.91 130.1

PY-25 104.08 102.21 139.38 179.95 121.83 171.03 140.39
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Graduate WBL Type by PY

Nice jump in PY-23 with the advent of Off-Center WBL on the OMS Report Card

Off-Center CTST Default in CIS may have overstated the type – Be careful

We will explore the difference between Cooperative Education (Learning) and 
Internships (Practicing) to forgo problems in reporting



Job Corps Under WIOA – 20 CFR 686

Subpart E—Program Activities and Center Operations

§ 686.500 What services must Job Corps centers provide?

(a) Job Corps centers must provide an intensive, well-
organized, and fully supervised program including:

(1) Educational activities, including:

(i) Career technical training;

(ii) Academic instruction;

(iii) Employability and skills training; and

(iv) Independent learning and living skills development.

(2) Work-based learning and experience;

(3) Residential support services; and

(4) Other services as required by the Secretary.

(b) In addition, centers must provide students with access to 
the career services described in secs. 134(c)(2)(A)(i)-(xi) of 
WIOA.

WIOA Embraces WBL



Work Based Learning

PRH Requirements
◦Centers shall:
 Incorporate work-based learning (WBL) as a primary instructional approach 

to its delivery of applied and contextual training.

 Implement a structured WBL program that:

• Involves students in work experiences related to the career field for which 
they are preparing.

• Occurs at employer work sites.  To the extent, such sites are not accessible, 
structured on-center work sites and off-center Career Technical Skills 
Training (CTST) projects must be established.

• Relates closely with center-based learning activities.

• Provides reasonable accommodation(s) for students with disabilities, as 
appropriate. 



Work Based Learning

PRH Requirements

◦Provide opportunities to ensure that each student 
participates in WBL:

◦WBL opportunities must consist of multiple assignments 
that progressively vary in duration and complexity as the 
student completes established benchmarks in their CTT 
(see Appendix 304).

◦Home-based WBL assignments are limited to a maximum 
of six weeks, unless the Regional Office (RO) grants a 
waiver, as specified in Chapter 6, Exhibit 6-1. 

Present for Duty Off Center -  Covers off-center training activities for WBL

https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Related%20Sub%20Requirements/Appendix%20304%20Acceptable%20Work-Based%20Learning%20Activities.pdf
https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Exhibits/Exhibit%206-1%20Duty-Pay-Leave%20Status%20Chart.pdf
https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Exhibits/Exhibit%206-1%20Duty-Pay-Leave%20Status%20Chart.pdf
https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Exhibits/Exhibit%206-1%20Duty-Pay-Leave%20Status%20Chart.pdf


Work Based Learning

Work-Based Learning Employer Partnerships 
◦ Centers must develop partnerships with private and public employers to 

secure work-based learning opportunities for students at employer work 
sites.

◦ DOL/OJC - Submarine Industrial Base Research Project

Work-Based Learning Agreements 
◦ Centers must complete the WBL agreement (Exhibit 3-1) with the employer 

when a student is assigned to a work site.  

On-Center Work-Based Learning 
◦ Work-based learning may occur on center, with the center as the employer.  

On-center, WBL must be formally organized and must use the WBL agreement 
(Exhibit 3-1), the same used for off-center WBL. 

https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Exhibits/Exhibit%203-1%20Work-Based%20Learning%20Program%20Agreement%20Template.pdf
https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Exhibits/Exhibit%203-1%20Work-Based%20Learning%20Program%20Agreement%20Template.pdf
https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Exhibits/Exhibit%203-1%20Work-Based%20Learning%20Program%20Agreement%20Template.pdf


Monitoring of WBL Sites

Centers are responsible for ensuring that students are placed in safe and healthful working conditions 
at work-based learning locations. However, Job Corps’ responsibility will not extend to reviewing or 
inspecting private employer businesses for compliance with OSHA standards because this authority 
rests only with OSHA.

To ensure the occupational safety and health of students at private employer work sites, appropriate 
career development staff and/or the center Safety Officer must:

◦ Visually survey the work site for potential hazards and discuss safety and health requirements with 
the employer.

◦ Ensure the employer signs a work-based learning agreement, Exhibit 3-1​​, that specifically states 
the employer will provide students with safety and health protection which shall be at least as 
effective as that which is required under the Occupational Safety and Health Act of 1970 (29 U.S.C.) 
and 29 CFR parts 1910, 1926, and 1960​.

◦ Monitor active work sites on a regular basis. If hazards are noted, the employer must be requested 
to take corrective action. Students should be removed from work sites where hazards exist that 
could cause personal injury or impairment of the health of students.

◦ Document the injuries of students on work-based learning sites in the Employees’ Compensation 
Operations and Management Portal (ECOMP), as they are covered by the Federal Employees’ 
Compensation Act (FECA)​.



WBL Site Observation Documentation

Daily

◦ The center Safety Officer, and CTT and academic 
managers/instructors, must check classrooms/shops 
(including CTST projects); tool inventory, 
accountability, and security procedures; motor 
vehicles; and all equipment to be used by students 
and staff.

Weekly

◦ The Center Safety Officer must inspect CTT facilities 
and CTST projects including tool inventory, 
accountability, and security procedures

Monthly

◦ WBL Coordinator, Instructor, Safety Officer, or CTT 
Manager must conduct and document monthly 
safety observations at WBL Sites

Observation checklists, photographs, tool inventory lists, 

and associated corrective actions must be maintained on 

center for 5 years and made available upon request.

EXHIBIT E



Monitoring of Training at WBL Sites

Centers must monitor all active WBL sites to ensure that 
students are receiving quality training in a safe 
environment.

Center instructors and other staff must visit active work 
sites on a regular basis to:

oObserve and counsel students.

oEnsure that the training needs of the students are being met.

oDetermine, in collaboration with the work-site supervisor, what 
on-center activities might be needed to support training at the 
work site.

Essential for WBL in which students are learning skills (e.g., Cooperative Education) 

Document in Case Notes and Observation Checklist



Acceptable WBL Activities 
PRH Appendix 304

Career Technical Skills Training

Students who are training in career 
technical areas eligible for Career 
Technical Skills Training (CTST) funding 
can be assigned to work on CTST projects, 
except for construction mock-ups, as part 
of their WBL assignment.

• PRH Appendix 508

Service Learning and Special 
Projects

Students must be engaged in assignments 
that are directly related to their career 
technical training to obtain WBL credit.

(CDP) (CDP)

https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Related%20Sub%20Requirements/Appendix%20304%20Acceptable%20Work-Based%20Learning%20Activities.pdf
https://prh.jobcorps.gov/Appendices/Appendix%20508%20Career%20Technical%20Skills%20Training%20(CTST).pdf
https://prh.jobcorps.gov/Appendices/Appendix%20508%20Career%20Technical%20Skills%20Training%20(CTST).pdf


Acceptable WBL Activities 
PRH Appendix 304

Center-Based Enterprises (CDP)

◦With staff assistance, students must be assigned to 
perform business functions such as planning, scheduling, 
budgeting, record keeping, and the production and 
distribution of goods and services.

Clinical Experiences (CDP)

◦Clinical experiences are typically required in Health 
Occupations programs, with many states setting a 
minimum number of clinical hours as part of there 
requirement for completing a course of study.

If your state does not require 40 hours of clinicals for CNA 

You should adjust your MOU to get to 40-hours

https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Related%20Sub%20Requirements/Appendix%20304%20Acceptable%20Work-Based%20Learning%20Activities.pdf


Acceptable WBL Activities 
PRH Appendix 304

Field Trips (CPP/CDP)

◦ In the Career Preparation Period (CPP), these 
trips must be structured so that students are not 
only able to observe workers and their activities, 
but also to discuss topics such as the knowledge 
and skills required by the jobs, the challenges 
faced by workers, and career pathways.

Job Shadowing (CPP/CDP)

◦ Students typically engage in job shadowing as 
part of their career exploration activities during 
CPP.  Students can obtain WBL credit through 
participation in the Annual Groundhog Job 
Shadow Day.

Engage CTT Instructional Staff to Support Field Trips and Job Shadowing 

Opportunities – Instructors must work with employers to expand WBL 

Opportunities for all Students 

https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Related%20Sub%20Requirements/Appendix%20304%20Acceptable%20Work-Based%20Learning%20Activities.pdf


Acceptable WBL Activities 
PRH Appendix 304

Cooperative Education (CDP) - LEARN

◦ These assignments require formal memoranda of agreement between 
the center and the employer, a training plan that lists the Training 
Achievement Record (TAR) competencies that the student needs to 
acquire from the WBL assignment, and defined performance 
standards.

Internships (CDP) - PRACTICE

◦ Internships focus intensely on the actual practice of career technical, 
applied academic, and career success skills, and the demonstration of 
student readiness for actual job placement. These paid or unpaid 
assignments, whether on or off center, must be covered by formal 
memoranda of agreement.

Student Specific Agreements Should Detail Skills to be Learned or Practiced

https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Related%20Sub%20Requirements/Appendix%20304%20Acceptable%20Work-Based%20Learning%20Activities.pdf


Sample WBL Report

Which is a correct WBL Credit Entry?

A

B

C

D

Possibly, but coded as a CTST Project

Incorrect WBL Type – Insufficient Hours

Insufficient Hours for each Record

Valid Credit



OMS Pools and Credits

Use CIS Training Module to Track WBL Pools and 
Credits

Compare against Master Student Separation Roster – 
Students assigned to a CTT Program

Review the CIS Training Module Technical Guide for 
additional guidance

CREDIT POOL (WBL + Term CTT - Term WBL)

WBL 40+

Single Record
WBL PARTICIPATION TERM WBL PARTICATION TERM CTT ENROLLMENT

WBL REPORT

 EMPLOYMENT RANGE 

(40+ OFF-CENTER)

WBL REPORT

 EMPLOYMENT RANGE 

(TOTAL)

WBL REPORT

 SEPARATED DURING 

DATE RANGE

MASTER STUDENT 

SEPARATION ROSTER

 ASSIGNED TO A CTT 

PROGRAM

Establish Monthly Goals and Track Progress



WBL Types and CDSS Period

OFF-CENTER (CREDIT IN BOLD)

(Off-Center) Career Technical Skills 
Training (CDP)

(Off-Center) Clinical 
Experience/Practicum (CDP)

(Off-Center) Cooperative Education 
(CDP)

(Off-Center) Internship (CDP)

(Off-Center) Field Trip (CPP/CDP/CTR)

(Off-Center) Job Shadowing 
(CPP/CDP/CTR)

(Off-Center) Service Learning/Special 
Project (CPP/CDP/CTR)

ON-CENTER (NON-CREDIT)

(On-Center) Career Technical Skills 
Training (CDP)

(On-Center) Center-Based Enterprise 
(CDP/CTR)

(On-Center) Cooperative Education 
(CDP)

(On-Center) Internship (CDP/CTR)

(On-Center) Job Shadowing 
(CPP/CDP/CTR)

Ensure Correct WBL Type is being 

Documented in CIS



What are we doing well?

Centers are working with various employers to offer WBL opportunities that 
meet the 40-hour minimum.



What else are we doing well?

Rotating students through the same employer to provide 40-hours of WBL 
during a given period

• Be careful the employment range and weekly hours align with the total hours worked

• Ensure the correct WBL Type is being used to avoid questionable credits



What are we not doing well?

◦ Not creating a single record of 40-hours and Miscoding – Mostly Off-Center 
CTST (default)

◦ Focusing solely on eligible 40-hour credits – lacking documentation or 
employment duration brings question to hours



Word of Caution - OIG Reports

“The center did not accurately 
report student participation in the 
center’s off-site Work-Based 
Learning (WBL) program and did 
not provide adequate assurance 
that the participating students 
were in attendance at their work 
sites or received the intended WBL 
program benefits.”

Adding WBL to OMS will certainly 

invite DOL OIG Scrutiny in the future



Recommended Policy Guidance

Center Policy

◦Establish center-specific 
criteria and procedures for 
student participation in 
WBL and assign staff to 
support the center’s WBL 
activities.

◦ Includes various Forms

◦Document WBL Hours in 
CIS

SOP/COP Contains everything 

needed to be Successful

WBL COP



WBL Agreement

PRH Requirement
◦ The name of the student’s 

supervisor at the work site

◦ The hours of work, length of 
employment or training, and 
rate of compensation, if 
applicable

◦ The competencies (or sections of 
the student’s Training 
Achievement Record [TAR]) in 
which the student will be trained 
at the work site is not listed on 
the MOU

Exhibit 3-1Maintain Copies

EXHIBIT A

https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Exhibits/Exhibit%203-1%20Work-Based%20Learning%20Program%20Agreement%20Template.pdf
https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Exhibits/Exhibit%203-1%20Work-Based%20Learning%20Program%20Agreement%20Template.pdf
https://prh.jobcorps.gov/Student%20Training%20Services/3.3%20Career%20Technical%20Training/Exhibits/Exhibit%203-1%20Work-Based%20Learning%20Program%20Agreement%20Template.pdf


Student Specific WBL Agreement

Recommended COP
◦ Student specific agreements define 

the scope of each student assigned to 
internships, cooperative education, 
and job shadowing (longer than 5 
workdays) WBL opportunities

◦ Except for approved CTST projects, on-
center WBL will be formally organized 
for each department in which WBL 
students are assigned and shall use 
written agreements like those used for 
off-center work-based learning

◦ Student Specific Agreements outlines 
the type of WBL assignment, duration, 
ETAR competencies being learned or 
practiced, as applicable, and related 
information

EXHIBIT B



WBL Weekly Progress Report

PRH Requirement

◦ The center shall monitor student 
performance and work closely 
with the employer and 
workplace mentor to provide 
training and resolve problems 
that arise

◦ Centers must document and 
record student WBL assignments 
and progress using the Work-
Based Learning Menu in the 
training module of the Center 
Information System

Essential for Recording Hours Worked

EXHIBIT C



Bulk WBL Form EXHIBIT D

PRH Requirement

◦ The center shall monitor student 
performance and work closely 
with the employer and 
workplace mentor to provide 
training and resolve problems 
that arise

◦ Centers must document and 
record student WBL assignments 
and progress using the Work-
Based Learning Menu in the 
training module of the Center 
Information System



Monitoring & Assessment

A copy of the following documents should be 
uploaded to the E-Folder for each student
◦ WBL Memorandum of Understanding

◦ Student Specific Agreement (if applicable)

◦ WBL Progress Report

Upload to the Training Tab - Other

Inspection 

Checklists shall 

me maintained 

by the Safety 

Officer

Monitoring of 

Training Site is 

documented in 

case notes



Entering WBL Hours

•The Work-Based Learning 
(WBL) menu item enables 
staff to record a student’s 
work-based learning 
activities.

•Use the WBL Weekly 
Progress Report or Bulk 
Form for CTST, Field Trips, 
Service Learning, etc.

After entering the required information, click Save. 

The newly entered information will display in the WBL List.



JCDC Notices

 JCDC Notice 23-059: 
 The WBL experience must be a minimum of 40 hours in duration within one 

instance/record with the same employer. 

 The new measure will require an Employ End Date to be entered into CIS.

 JCDC Notice 23-075:  
 An end date is required for a WBL. This is now a mandatory field in CIS. 

 The WBL entry will be un-editable if this is the WBL that receives credit. The first 
completed WBL entry that accumulates 40 hours is locked down and credit is displayed 
as “Yes” on the screen. 

 For AT transfers, students can have a WBL at more than one center.

 JCDC Notice 23-075:  
 A measure has been added which allows for a date reported to be prior to separations 

for graduates. 

 If the off-center WBL becomes permanent employment, the date reported would be 
prior to program exit. However, the date placed must be after program exit 



Employer Lists

In the 
Employer List 
window, staff 
can select an 

existing 
employer or 
insert a new 

employer.



WBL Report

The Work-Based Learning 

Report produces a history 

of students’ Work-Based 

Learning (WBL) data.

The criteria includes Active, 

Separated or students 

whose Employment Date 

Range is within the 

specified Start Date and 

End Date.



WBL Look-up & WBL Report

The WBL Report can be pulled by Active or Separated Students

Remember that credits only apply to active or separated students with a single record of 40 

or more hours of Off-Center CTST, Clinical, Practicum, Cooperative Education, or Internship 

who enrolled in a CTT Program

You can do a quick look-up by student in the Student Information 
Tab – Training 2



Summary

The Off-Center WBL credit gives centers a great 
opportunity to improve the DCSOMS Report Card –
includes active and separated pools (Real time)

Ensure WBL entries include the correct Employer, 
Employment Range, Anticipated and Actual Hours –
Promote 40 hours WBL with the same employer

Document Employer WBL agreement, student specific 
WBL agreement, and weekly progress report (hours 
worked)

The CTT Manager should pull a monthly report to validate 
credits – Be prepared for an audit!

Work-based learning (WBL) is a primary instructional 

approach to its delivery of applied and contextual training



QUESTIONS?

Peter Calvo, VP of Business Development & Compliance

(540) 421-9080 – Pete.Calvo@etrky.com 

mailto:Pete.Calvo@etrky.com
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Additional Training Opportunities

ETR-led series – June (registration is hyperlinked)

Data Integrity and Quality Assurance – Thurs., 

6/18, 2:00 p.m. EDT

Managing Aggressive Behavior – Tues., 6/30, 2:00 

p.m. EDT (registration forthcoming)

https://forms.cloud.microsoft/r/Vug9ydcbbW
https://forms.cloud.microsoft/r/Vug9ydcbbW
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Questions/Technical Assistance

Questions/TA
Brendan O’Hara

VP, Advocacy & External Affairs

bohara@njcaweb.org 

651-336-6216 

Certificate of Attendance
Stacy Green

Director, Operations

sgreen@njcaweb.org 

240-286-1914 

mailto:bohara@njcaweb.org
mailto:sgreen@njcaweb.org
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Thank You!
A recording of the training and associated materials will be sent 

to all registrants and posted to the NJCA Back-to-Basics website
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