PART C, CHAPTER 12.3.c: WAGE SERVICES
	Policy Number
	Authority
	Scope 
	Effective Date

	Part C, Chapter 12.3.c
	34 CFR §361.48(b)(21)
	All TWC-VR staff
	03/25/202608/03/2026


…
PROCEDURES
This section outlines the procedures for Part C, Chapter 12.3.c: Wage Services.
…
D.    Referral for Wage Services
The VR Counselor must complete the Referral for Wage Services-WorkQuest (VR3141). 
The VR Counselor must submit an encrypted email to U and I Spread the Light using the email Wageservices@uandispreadthelight.com. The encrypted email must include the following:
· The TWC SA #xxxxxxx in the subject line;
· An attached Service Authorization (SA),
· An attached VR3141; and
· A copy of the signed Worksite Agreement for Wage Services (VR3142). 
· Exception: When there is a VR Director approved MOU between the worksite and TWC-VR, it must be attached and the VR3142 must be completed and signed by the customer.  When there is a signed MOU, the VR3142 does not have to be signed by the designated supervisor at the worksite.
The following are WorkQuest’s responsibilities in wage services:
· Being the employer of record for the customer;
· Onboarding the customer as an employee of U and I Spread the Light and completing tasks such as I-9 verification;
· Coordinating and collecting payroll documentation from the customer’s work experience worksite entity;
· Accurately processing a bimonthly paycheck, unless a different frequency is agreed to in writing by TWC-VR and WorkQuest;
· Making direct deposits or deposits to a pay card that include a pay stub on the pay date;
· Providing W-2 forms in accordance with Internal Revenue Service (IRS) requirements;
· Preparing supplemental payroll to correct errors in pay when necessary and applicable;
· Notifying the VR Counselor of any worker’s compensation claims made by or on behalf of customers; and
· Notifying the VR Counselor of worksite incidents involving injury, property damage, or behavioral issues that result in termination of a customer’s placement at the worksite, as soon as possible, but not later than 48 hours after the incident.
The following are the VR Counselor's responsibilities after Worksite Onboarding:
· Informing the worksite and the customer/employee the customer’s start and end date (Customer can begin working the hours outlined on the VR3141, which cannot be more than 12 weeks for a total of 360 hours.);
· Monitoring the work experience placement/training program every two weeks by:
· Contacting the worksite a minimum of one time each pay period (every two weeks) to address any needs or concerns shared by the Worksite Supervisor or Worksite Point of Contact regarding the customer’s performance at the worksite or performance of an Employment Services Provider providing Work Experience Training; and
· Contacting the customer/employee to provide counseling and guidance to the customer gaining information on:
· The positive/negative aspects of the work experience placement/ training program;
· Number of hours work by customer/employee;
· What skills the customer/employee has or is learning;
· Any barriers/issues that may need to be address; and
· Reminding both the worksite and the customer/employee of the end date of the work experience placement/training program which will be the end of the wage services.
…
REVIEW
The Policy  Team, or designee, is responsible for reviewing this policy and these procedures and will update the Document History log if necessary.
 
	Date
	Type
	Change Description

	09/03/2024
	New
	VRSM Policy and Procedure Rewrite

	04/01/2025
	Revised
	Revised to change email address for Wage Services referrals

	03/02/2026
	Revised
	Added statement that SA adjustments to account for extra hours or days worked are necessary to comply with state and federal labor laws.
Revised to clarify that Wage Services cannot be used for customer who is placed within service provider’s business or organization. 

	08/03/2026
	Revised
	Revised to state that when there is a VR Director approved MOU between the worksite and TWC-VR, it must be attached and the VR3142 must be completed and signed by the customer.  When there is a signed MOU, the VR3142 does not have to be signed by the designated supervisor at the worksite.




