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Texas Working Off-Campus: Reinforcing Knowledge
and Skills (WORKS) Internship Program

(TXWORKS) is a program that provides students
with opportunities to build their resumes through

paid and professional work experiences aimed at
strengthening their career readiness.
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www.TXInternshipChallenge.com

INTERNSHIP
CHALLENGE
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TEXAS % En Espafial

Apply Now

For 2021 Internships

U/

»

€ >

| Search Jobs ~ Job Title, Company, Occupation or Military Code City, State, County, Region or Zip

Enter a keyword and/or location to find jobs.

Meet the Challenge!

The Texas Internship Challenge is a partnership among the Texas Workforce Commission (TWC), Texas Education Agency (TEA) and The Higher Education Coordinating Board (THECB), who challenge emplayers to offer paid internships and make it easy for students to search and apply for them.

Employers: Looking for an Intern? Students: Looking for an Internship?

The Texas Internship Chzllenge encourages employers to offer paid or for-credit applied learning opportunities. Internships help students gain the The Texas Internship Challenge encourages students to participate in the thousands of internships around the state to gain the marketable skills
marketable skills employers are looking for and introduce students to in-demand occupations. Click here to register and post internships. employers are locking for. Internships help you explore career opportunities, network with employers, and earn a salary or school credit. Start your search
by entering your keyword in the search bar above. Click here to register and enter your résumé.




TXWORKS Program Value

Increased
visibility

Hourly wage Expand and
funded in diversify
part by the intern

state applicants

\ Build a talent
pipeline
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TXWORKS Internship Requirements




TXWORKS
Employer Internship Requirements

 Opportunities for meaningful,
challenging, real-world work
experiences.

 Exploration of career paths with
professional development and
certification opportunities as applicable.

* Internship activities that are not
political or sectarian in nature and
with no more than 25% administrative
work.




TXWORKS
Employer Internship Requirements

Work a minimum 8 weeks and  Internship Periods

a minimum of 96 hours. * Spring 2023 (22 Weeks)
« 12/10 - 5/12

e Summer 2023 (13 Weeks)

Internship periods can be for * 5/13 - 8/12
more weeks and hours. * Fall 2023 (13 Weeks)
« 8/13-12/9
« Spring 2024 (22 Weeks)
Schedules are determined by * 12/10 - 5/12
interns and employers. * Summer 2024 (13 Weeks)
« 5/13 - 8/12



TXWORKS
Employer Internship Requirements

Earn a minimum of $20 per hour.

Example: $20/ hour for 96 hours over 8 '%‘ Interns negotiate
weeks $ schedules.

Employers and

$20 * 12 hours/week = Employers can
$240/week * 8 weeks = $1920/ offer more than
internship period $20 per hour.

: U UBE An Intern can work
THECB reimburses $S960 to the E 5 consecutive

employer.

periods.




TXWORKS
Employer Internship Requirements

Internship activities
that are not No more than 50%

" : Internships that can ..
political or sectarian be offered face-to- of the eligible

in nature and employer's

face, virtually or

hybrid workforce may be

interns.

with no more than
25% administrative
work.




TXWORKS

Application and Agreement process



Employer Application an
Agreement Steps

Register with Texas Internship Challenge

Complete an easy, online application
Submit a Capacity Plan

Submit THECB vendor documents

Once the agreement is in place, implement!
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Texas Internship Challenge

Apply Now
For 2022 Internships

The Texzz Intzmzhip Challznge encourages employers to
students to in-demand occupations. Click hei

Employers: Looking for an Intern?

edit app

offer paid or

Meet the Challenge!
The Texas Internship Challenge is 3 partnership among the Texas Workforce Commizzion (TWC), Texas Sducation Agency (TEA] and The Higher Education Coordinating Board (THECE
ere

wha challenge employers to offer paid intemszhios and make it easy for students to szarch 2nd apply for them,
izd leaming opportunitizs. Intemships help students gain the marketable skills employers are looking for and introduce

Students: Looking for an Internship?
The Texaz ship Challengs encourages students to partic in the thousands
oppartunities, network with employers, 2nd eam a salary or sc! 2
Texas Higher Education
COORDINATING BOARD

rzrmzhipz around the state to gain the markstable skillz employers are looking for. Internzhips help you explors carsz
credit. Start your s2arch by entering your keyword in the search bar above. Click hers to




TXWORKS Employer Application

TX*WORKS

TEXAS INTERNSHIP CHALLENGE

Thank you for applying to participate in the TXWORKS Internship program. Please complete the entire
application and feel free to email TXWORKS@Highered.Texas.gov with any questions. The TXWORKS

Employer Application WORD Template may be helpful in completing the Employer application. The

Employer application must meet the application requirements and be submitted on behalf of the

Employer with proper authorization to qualify for further consideration.

Complete These Steps Prior to Starting Application:

1. All prospective employer applicants must review the TXWORKS Program Overview &
Application Guide posted on the TXWORKS Employer webpage.
2. Employer applicants must be registered with Texas Workforce Commission and have
been verified to post internship opportunities on www. TXInternshipChallenge.com.
o Employers will receive a confirmation email from Texas Workforce Commission.
This email verifies the employer applicant has successfully been registered and
can post positions on the Texas Internship Challenge site. The email confirmation
THECB ot must be submitted by email to TXWORKS@Highered.Texas.gov.




TXWORKS Employer Application
Capacity Plan

TXWORKS Proposed Internship Capacity Plan

This lets us know how many interns TX*WORKS

TEXAS INTERNSHIP CHALLENGE

o o
Form Instiuctions: The pupose of this formis For employer applicants to provide a capacity plan to host interns if selected, Save
O l ' a re a n n I ' ' O ' a ' , ‘ ' ' ' I n this file and enter the requested data for eachintemship period. Convert to POF format before submitting to the TRWORKS email,
taworks@highered.teraz.gow with the THWORKS Employer Application. If selected, the information entered in this

the allocation amount For the Agreement based on program need. Help text vill display
when cellz are selected to understand work sheet calculations further. Allocations are determined based on the proposed number of

o
interns that can be employed, the proposed number of hours to be worked, and the length of the intemship. Internships should be a
® minimum of eight weeks and 96 hours. Employers may determine work, schedules, total hours within the internship period and provide

interns opportunities to wark more than eight weeks and 96 hours.

Program Requirements for Funding and Reimbursement: Selected employers will be reimbursed at the rate established by
the THECE for fully paid eligible wages For eligible interns. Employers may implement the THWORKS Intemship Program in two or
more of the following internship periods: Fall, Spring, Summer, Fall, Spring (five internship periods). The state will fund [ten) $10 of the
internship’s earned hourly wage. Participating entities will match the state's contribution by an equal amount. A= a result, entities will pay
smployed interns & minimum of (twenty) $20 per haur. The THWORKS partion of the internship earned hourly wages will be reimbursed
one the internship period has ended and all reporting requirements are met and approved by the THECE,

Funding limitations: Fundz appropriated for the T¥WORKS program may only be utilized towards internship earmed hourly wages

and within the start and end dates of the specified intemship period.

Excel spreadsheet with formulas for

Enter the number of employees at this EMPLOYER: ‘
ALERT: No more than 503 of the el le employer’s workforce may be interns.

easy calculations e

In what format does your organization plan to offer internship | Select from the Dropdown Menu

Enter the names of all Texas counties where interns may
work.

[ P e mammees oo i FERas Covmiiens sihere fnfeins map ok, Jemerate
Which career cluster will these internship opportunities Select best choice from the Dropdown Menu
primarily provide training and preparation for?

£ i e COEEF T i STICUE ST e
AR CRTTEG BT POL TREY ST e Soaitiamal career pluTens i the
COTRTRET S0l o ARG B¢ e ST o W fam T svew the dist of
career plistens, ik o the Annm tab below tited Career Efosters .

Show funding for employers and total e °

Ezpected number of weeks interns will work )
Ezpected number of hours per week interns will work a
o .
Total, Ezpected Hours Worked per Intern [ 1]
° Total. Ezpected Earnings per Intern, calculated at $20 per [ $0.00
Total, Ezpected Earnings for ALL Interns | 0,00

TEWORKS allocation For all

I $0.00

Texas Higher Education
COORDINATING BOARD



TXWORKS Employer Application

THEC

Supplemental THECB Ven

dor Documents

THECBConbtNo.] ]

TEXAS HIGHER EDUCATION COORDINATING BOARD
CHILD SUPPORT CERTIFICATION STATEMENT
Who Form: P THECS
Reason for this Form:  To enforce chiid suppont cbligations.
Logal Basis for this Form:  Texas Famiyy Code § 231 006
for Falss Statemant.  Th You may be kable for costs
necessary o compiele fhe coniract.

Direct Deposit Authorization

'STATE OF TEXAS

PRINTFORN | CLEAR RELDS

paymnt

Thisform may y i
frum the state of Tavas by divect depasit o 0 changecance! enisting

direct depst

B| 0 tewsnp 2 1m0
|/ et st a2 1. ¢ i)
8| 1] Changnsccount umbar (kom0 588600

7] Changs ceoun ype (Sectees 2 14 Sanc )
Coneelaon Sacr 2 Scta s s ey )
[ Change cusoialagency L1+

Application for Texas Identification Number m
* See instruciions on beck
1. lstisa new sccount? | []VES  Mai Code 000 N0 Emer Mol Code Agercy namber
Compiete Sechons 1- 5 Complete Sechons 1,24 §
z b o T
Enekye otesicn Nooes EN) 300
| ] Sockl Secutty numes (55K i gts Fle e
5| I s Tapayr ricancn s 700 st S
v v

! ] Curert Teas entfication Wusber (FOR STATE AGENCY USE DWLY) (11 agts

3 Are you osmenty recong an Texas tax o the Conprolers IFYES." enter Teae

such 25 s i Fancise s [0 Tommeteme Co o
ermaton (Fleas ype or pr)

& N f it o D o

[yTem—r——

[
«
HIB
HEE=
H

=

o - oo

T o weprce ot 5 Sty T

L Y ) et (0.1.2) ot s
Texas Higher Education
COORDINATING BOARD

INEUGIBILITY T0 REGEIVE STATE GRANTS, STATE LOANS, OR PAYMENT ON STATE CONTRACTS. A cild Payee Wentiication

Suppot oblger wha s s 1 30 days delnaUer 1 g ChK sapeer o busss ety wih an obir o s 3 B AT P T—— e s
S0k proprelos, parines, shareholder, or owner wilh an ownership inierest of al least 25% is ol elighle i recee Sk srployse — By b [SSNY nati]
s e st funds o & CONYact 10 v ropey, e, c Seces < (6068 Sl Arce grrt o e e et | Ul Toyer ™

oan uri: 2| | Vsrwr orobe RPN | Clempiope enifcaon Nurbes (EN) L

;—M ave been pad; é 5 Payee rame Izm.lu)'mﬂc .

3 Acoutardeed exempton has besn rared I Ca

(e Texas Famiy Coce § 29105 )
b or an aplicalin for @ ceiracl, grant, o oan paid fom sate fuds mustinclute the rane and o Accountinfomaton e Comprm — —
socal secury rumbsr of the inividual o soe propretr anl each patne, sharehoker, o ownerwh an
cunership nerest o at least 25%, and it tha Agplcants resparsicily o very wheter a chid suppor NE T
abigr wha s mare than 30 days delinguent s a sol propicor, partner, sharehoker, o owner ilh an H " . e [iohiee
cumershi terest of a st 5% e ——— o B
1. NATURE OF APPLICANT: &

£ An ndiicalor scie progeeter g

Child Support

[ ECC
i V

Direct Deposit




TXWORKS

Student Participation Process



Student Eligibility Requirements

 Students must be a Texas resident.

« Complete FAFSA or TASFA for one of the academic periods
within the last 2 years.

« Have an SAR with an EFC between SO and $10,000.

* High school graduate, GED, or high school equivalent
program.

 Undergraduate student enrolled for 6 or more hours at an
eligible Texas college or university or enrolled within an
internship course the semester prior to the internship.

e Students may participate in more than one TXWORKS
Internship. Students may not participate in concurrent
TXWORKS internships or more than two periods at an
organization.

Texas Higher Education
OOOOOOOOOOOOOOOOO 18



TXWORKS for Students

Student Eligibility Form

2. Search for internship positions on the
Texas Internship Challenge site.

3. Submit:
1. letter of eligibility
2. transcripts 3
4. Interview | Srure
5. Intern, learn skills, and build an |
Impressive resume! Al

19


https://forms.office.com/Pages/ResponsePage.aspx?id=2nTmDVa-g0eHhgaruYV4mJiMrXZJS9ZMv02XDc-odcJURVVIOVdJME4zTjFGSEpEVjhXTU1DNERSUC4u
https://www.txinternshipchallenge.com/vosnet/Default.aspx

TXWORKS

Internship Maintenance Requirements



Reporting

Competencies and Skills Financial Report

 Complete at the beginning of + One report each period

the agreement « Submit, even if no TXWORKS
* Update as needed/if needed students were hired

* Purpose: quide and articulate <« Purpose:initiate
learned competencies and reimbursement for wages

skills

THECB i
ooooooooooooooooooooooooooo



Reporting

Competencies and Skills

Questions Responses

Competencies and Associated Skills

Thank you for your participation in the TXWORKS internship program. The career competencies and skills are
fundamental to developing 2 valuable workforce. The internships that TXWORKS empioyers offer provide apportunities
for college students to leamn career competencies and skills in a work-based learning environment. Please take a moment
to read through the list beiow and report which career competencies and skills will be gained and strengthensd in each
internship period.

Career competencies are based on the NACE, (National Association of Colleges and Employers) defined Career Readiness
Competencies (nttps//toc-academy.s3.us-west-2.amazonaws.com/TXWORKS/nace-career-readiness-competencies-

revised-apr-2021.pd.

Instructions: Employers must identify which career competencies and skills will be sirengthened and gained in each
internship period. Competencies and skills must be selected and submitted within this spreadsheet at the start of the
program agreement period.

Employers will select 3 (min) to 4 (max) career competencies. For each competency, 2 (min) to 3 (max) associated sills
should be selected.

1. TXWORKS Internship Employer completing this form: *

Entter your answer

2. For which internship period is this form being completed? *
Sgring 2023
Summer 2023
Fall 2023
Spring 2024

Summer 2025

Texas Higher Education
COORDINATING BOARD

Financial Report

TXWORKS Financial Report

[ Plezsa chack this bate and review the afirmn statemant at the bottom of the report i Employer did not implemant TXWORKS Intamships for this repenting priod,

To receive reimbursement for completed internship hours funded in part by the state, organizations must complete the following fields. These fields must be
reviewed by the THECB program staff for approval before the funds may be disbursed. In addition, employers may only be reimbursed at the rate established by the
THECB for fully paid earned wages for eligible interns who have completed an internship within the specified internship period dates, December 10, 2022 - May 12,
2023. Therefore, reimbursement will not occur during work periods before and after the specified internship period dates.

The TXWORKS portion of the internship earned hourly wages is reimbursed once the internship period has been completed, all reporting requirements have been met
and approved by the THECB. A reminder that TXWORKS funds may only be utilized towards internship hourly wages. THECB staff will contact program leads if there are
any questions or concerns during the report review period

The State will fund 510 of the internship earned hourly wage. Participating employers will match the State’s internship earned hourly wage contribution by an equal
amount. As a result, employers must have paid all eligible students reported as accepted offers ata minimum of 520 per hour. Reports submitted with an hourly wage
of less than 520 will be declined and will not be reimbursed

Internship Period BEGINNING DATE - ENDING DATE

Enter TXWORKS Record ID in Enter number of weeks Enter the number of Enter the per Total Amount Intern |Total THECB Comment
this column: intern completed hours the intern hour rate intern | Earned: Amount: Required if intern interned less
internship in the column completed below: earned: than 8 weeks or interned less than
below: 95 hours.
$0.00 $0.00
$0.00 $0.00
50.00 50.00
$0.00 $0.00
$0.00 $0.00
50.00 50.00
$0.00 $0.00
$0.00 $0.00
50.00 50.00
50.00 50.00
$0.00 $0.00
50.00 50.00
50.00 50.00
$0.00 $0.00
50.00 50.00
50.00 50.00
$0.00 $0.00
50.00 50.00
50.00 50.00
$0.00 $0.00
Total Number of Interns Total Earnings for All | Total THECB
Reported Interns Amount for All
Interns
[ $0.00 50.00)

Footer text 22


https://forms.office.com/Pages/ResponsePage.aspx?id=2nTmDVa-g0eHhgaruYV4mJiMrXZJS9ZMv02XDc-odcJUNUtVWTBZT1NSR1lDNU0zM0FNNTcxSVVKWS4u
https://txoc-academy.s3.us-west-2.amazonaws.com/TXWORKS/TXWORKS+Financial+Report+Template+2023+SPRING.xlsx

TXWORKS Intern and Employer
Accomplishments

Career Development

|dentify
Competencies
and Skills

Perform and
Develop

Evaluate and
Implement

Employers will identify the career
readiness competencies and associated
skills that will be gained or strengthened.

Interns will perform functions related to
the organization's overall purpose,
mission, and operations while developing
their competencies and skills.

Employers mentor interns and evaluate
their performance and development
throughout the internship

Interns use the knowledge and
experiences they have gained
to make informed decisions about career
pathways and future career opportunities.



Career Readiness Competencies

—
-

THEC

Critical Thinking / Problem Solving
Identify and respond to needs based upon an
understanding of situational context and logical
analysis or relevant information.

Oral / Written Communications

Clearly and effectively exchange information, ideas,
facts, and perspectives with persons inside and
outside of an organization.

Teamwork / collaborations

Build and maintain collaborative relationships to work
effectively toward common goals, while appreciating
diverse viewpoints and shared responsibilities.

Digital Technology

Understand and leverage technologies ethically to
enhance efficiencies, complete tasks, and accomplish
goals.

Source: National Association of Colleges & Employers (NACE) www.naceweb.org.

Texas Higher Education
COORDINATING BOARD

= o glo

Leadership
Recognize and capitalize on personal and team
strengths to achieve organizational goals.

Professionalism / Work Ethic

Knowing work environments differ greatly.
Understand and demonstrate effective work habits
and act in the interest of the larger community and
workplace.

Career Management

Proactively develop one’s career through continual
professional learning, awareness of strengths and
weaknesses, navigation of career opportunities, and
networking to build relationships

Global / Intellectual Fluency

Demonstrate the awareness, attitude, knowledge, and
skills required to equitably engage and include people
from different local and global cultures.

24


http://www.naceweb.org/

Follow TXWORKS and THECB

THECB Twitter
@TXHigherEdBoard

TEXAS i
INTERNSHIP [ s
CHALLENGE Eiig---;:::ﬁ

THECB Facebook

@TXHigherEducationCB ETXWORKS
#TXInternshipChallenge

THECB Instagram #TXInterns

@txhigheredboard #TakeTheChallenge



www.highered.texas.gov/txworks

txworks@highered.texas.gov

Amy Dalton

TXWORKS Outreach Specialist
Texas Higher Education
Coordinating Board

Lisa Shaw
TXWORKS Internship
Coordinator

Texas Higher Education
Coordinating Board

Vanessa Malo

TXWORKS Assistant Director
Texas Higher Education
Coordinating Board

Texas Higher Education
OOOOOOOOOOOOOOOOO 26
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