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Reporting Secondary Work-Based Learning Experiences

This document provides an overview for schools regarding reporting secondary Work-
Based Learning (WBL) experiences. The information has been compiled by the
Commission’s Career and Technical Education team in collaboration with the Indiana
Department of Education and other stakeholders. Guidance is provided on several topics
key to ensuring educators, administrators, and data staff navigate reporting WBL
effectively.

Secondary WBL hours are reported in Indiana’s CTE data collection system, INnTERS.
WBL hours and other information should be reported for both CTE students and non-
CTE students. Reporting information within INTERS allows students to receive credit for
their WBL hours and schools to receive funding (where applicable).

For students utilizing Indiana’s new diploma requirements, WBL hours must be reported in
INTERS during the 25-26 school year to count towards WBL hour requirements within the
Diploma Honors Seals. Additional solutions may be identified in future school years as
further supports are developed to assist with the implementation of new diploma
requirements.

The INTERS system is managed by the Commission for Higher Education’s CTE team and
questions regarding WBL reporting should be directed to CTE@che.in.gov.
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WBL Definition

WBL Definition: Work-based learning is defined as sustained interaction between

participants and industry professionals in real or simulated workplace settings. These

experiences foster authentic work experience and develop knowledge, skills, and
competencies. Experiences support participants in career exploration and readiness and
are intentionally aligned and evaluated with course and training competencies. \WBL
requires a written partnership agreement and plan between the participant, parent or
guardian, school, and employer partner.

Additional information on the key elements within the definition, types of WBL experiences
available to students, examples of existing WBL programs around the state, and other
information is contained in the recently released WBL Menu of Experiences.

Course Codes

The table below provides the most common course codes for reporting WBL experiences.
AlWLWBL hours for existing funded course codes are in 75-hour increments for each credit
which aligns with hour requirements for Diploma Seals. WBL hours that are less than 75
hours should be reported utilizing the 0543 course code and additional information about
utilizing this option is included beginning on Page 6.

Code Name Pre-reqs Credits Funding
CTE Program Specific See CTE resources 2 semester course, 2 $300-$1,071
Capstone or Course Titles and | semesters required. 1-3
Capstone o .
Descriptions credits per semester, 6
Courses* . .
credits maximum
0530 Career Exploration | None 1-3 credits per $500
Internship semester; 6 credits max
WBL Lvl 1: None None, each 75-hour $0
0543 Employability Skills increment will be
Development
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eligible for 1 credit of a
personalized elective

Work-Based Complete at least 1 semester course, 1-3 | $500
Learning Capstone [ one advanced CTE credits per semester; 6
5974 course froma credits max
program or program
of study
Registered Dependent on 1 semester course, may | $500
6148 Apprenticeship program be taken for successive
requirements semesters; 12 credits
max
Youth None 1 semester course, may | $500
6149 Apprenticeship be taken for successive
semesters; 12 credits
max
Co-operative None 1 semester course, 1-3 | $150
6162 Education credits per semester; 6
credits max
Technical Skills Concurrently 2 semester course, 2 $300
Development enrolled in a NLPS semesters required, 1
7156 Concentrator A credit per semester. 2

and/or B course

credits max per
program of study

*CTE programs of study include program-specific capstone courses. See NLPS Review

Document and 2025-2026 funding memo for more information.
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Reporting Options

Hours in a WBL experience can be captured through either an embedded experience or
standalone experience.

Embedded WBL Experiences

An embedded WBL experience is when a student participates in an experience required by
the standards of a course in which the student is enrolled. These experiences most
commonly take place during allotted class time, rather than outside of school hours.

o Example: A student s taking the Healthcare Specialist Capstone course (7255) as a
part of the Pre-Nursing/Healthcare Specialist (CNA) Pathway. The course requires
the student to participate in a clinical experience to fulfill CNA certification
requirements. The student fulfills this requirement by going to their clinical site for
the second half of the semester during their normal class instruction time.

e Reporting an Embedded Experience: An embedded WBL experience should be
reported as part of the course the student is taking (7255 in the example above)
within InTERS.

Standalone WBL Experiences

A standalone WBL experience is when a student participates in a WBL experience that is
not required as part of a CTE course. The most common reporting options of a standalone
experience are shared below, and additional options are shared in the table on Page 4.
Specific information regarding each course can be found within the NLPS Review
Document. WBL hours for these experiences can be earned inside or outside of normal
school hours. In cases where a student is enrolled in a WBL course that receives funding,
some portion of the hours should occur during normal school hours.

Work-Based Learning Capstone (5974):

This course is designed for a student who has completed (or is co-enrolled) in at least one
advanced CTE course and is participating in an experience aligned to his or her CTE
program of study that meets all elements of the WBL definition. Because this course
requires a student complete (or be co-enrolled) in an advanced (Concentrator A and/or B)
CTE course, a related classroom instruction component is not required for this course.


https://www.in.gov/che/cte/career-pathways-programs-of-study/
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e Course Goal: To provide students with the opportunity to apply what they have
learned in their CTE courses in an on-the-job setting.

¢ Example: A student who has completed multiple courses in a business program of
study participates in an internship at a local business.

e Funding: $500/enrollment
Career Exploration Internship (CEI) (0530):

This course is designed for students who are participating in an experience that meets all
elements of the WBL definition plus the additional considerations for funded courses, but
the student has not taken an advanced (Concentrator A and/or B) CTE course or the
experience is not related to his or her program of study. CEl requires a related classroom
instruction component to make connections between the student’s academic courses and
the WBL experience.

e Course Goal: To allow non-CTE students the opportunity to gain hands-on
experience with career skills related to their Graduation Plan.

e Example: A student who has not taken any CTE courses and is interested in a career
in the medical field completes rotations at a local hospital.

e Funding: $500/enrollment
Cooperative Education (6162):

This course is designed for a student who is completing an experience that is not related to
his or her program of study. Cooperative Education requires a student to participate in a
paid experience and has a classroom instruction component, standards for which can be
found here.

e Note: A student participating in Cooperative Education may not meet the definition
of WBL in some cases (i.e. the course does not require a training plan). Often, a
student participating in Cooperative Education would not meet the additional
requirements necessary for CTE as the experience does not have to be aligned to
the student’s career interests or CTE pathway.

e Course Goal: To help students develop Employability Skills, not occupational-
specific skills.


https://www.in.gov/che/cte/files/Cooperative-Education-Course-Standards_1.23.24.pdf
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¢ Example: A student has a part-time job not related to their career pathway.

e Funding: $150/enrollment

0543 Course Code Option:

0543 - Work-Based Learning Level 1: Employability Skills Development has previously been
used to capture and track Career Relevant Learning Experiences that develop career
readiness competencies and employability skills. The course code was part of a series of 4
zero-credit course codes (0543, 0544, 0545, and 0546) that remain in the Course Titles and
Descriptions, but have not been actively utilized.

The 0543 code is called WBL Level 1: General WBL within the INnTERS system this school
year. Common examples of instances where the 0543 course code may be most
applicable to us include WBL experiences that are:

1. Under 75 hours in length (still must be at least 25 hours in length to fulfill the WBL
Definition),

e Incases where a student is taking a CTE course, the experience can be
recorded as embedded within the course rather than in 0543

2. Occur over the summer

Any experiences captured within the 0543 course code must still fulfill all elements of the
WBL definition. Example scenarios where the 0543 course could be utilized are included
below:

e Example: Anon-CTE student who has an interest in business finds an internship at
a local accounting firm and completes 50 hours of WBL in the spring semester of
their junior year. Since the studentis not enrolled in a CTE pathway and the hours do
not meet the requirements for the Career Exploration Internship (0530) course (75
hours required), an entity can capture these WBL hours by enrolling the studentin
0543.

o Ifthe student was enrolled in a business CTE pathway, the hours can be
recorded as embedded within the applicable CTE course.
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o Example: ACTE student in a digital technology pathway participates in an
additional WBL experience outside the requirements of their pathway during the
summer. The experience accumulates 100 hours. These hours can be reported in
0543 and can be applied to their desired Diploma Honors Seal.

o Example: A CTE student in the Welding pathway does a micro-internship for 30
hours over spring break at a hospital to explore another career area. The experience
goes beyond job shadowing and meets all elements of the WBL definition. These 30
hours can be reported under 0543 and can be applied to their desired Diploma
Honors Seal.

Information Needed When Reporting WBL Experiences

In addition to the WBL hours, the CTE team collects the following information in INTERS.
The CTE team will hold several trainings this fall where schools can receive additional
supportin reporting WBL data.

Information When to Meaning
Report
Employer Fall Company/Business/Entity of where the student is working.
Employ Start Fall The start date of the WBL placement.
Employ End Spring The end date of the WBL placement.
Employ Type Fall Entities must first select either paid (P) or unpaid (U).

Then entities select an option from the types of experiences
listed in the WBL Menu document.

Expected OTJ) Hours | Fall The expected on-the-job (OTJ) hours the student will have at the
placement. This does not have to be exact but at least an
estimate based on the training plan and agreement signed by
student, school, employer, and parent/guardian.
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Supervisor-
Employer-Contact-
Mentor

Fall

The person who will serve as the student’s direct supervisor,
employer, contact, or mentor during the WBL experience. This
field is not required.

Intermediary Name

Fall

A name of an intermediary that facilitates a student’s WBL
experience, if applicable. This field is not required.

SOC Code

Fall

A Standard Occupational Classification (SOC) code that closely
relates to the occupation of the student’s WBL experience. A
drop down list will populate that can be filtered to help find
related SOC codes when submitting WBL experiences. An
experience may often correlate to multiple potential codes,
entities are encouraged to select an option that most closely
relates to the student’s experience based on available
information.

Actual OTJ Hours

Spring

The actual on-the-job (OTJ) hours the student completed at the
conclusion of the WBL experience.

Certify Partnership

Spring

The newly approved definition of WBL requires a written
partnership agreement and plan between the participant,
parent or guardian, school, and employer partner. If this exists
for this experience, input a “yes” or “1” and if this does not exist,
input a “no” or “0”.

WBL Hours - Diploma Seals & Credits

Work-Based Learning hours are key components for students to complete requirements

within several of the Diploma Honors Seals and represent a way for students to complete

required personalized electives within the new diploma.
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WBL - Diploma Seals

WBL hour requirements to earn the following Honors Seals are as follows:
e Enrollment Honors Plus Seal - 75 WBL Hours
e Employment Honors Seal - 150 WBL Hours
e Employment Honors Plus Seal - 650 WBL Hours

Students can complete multiple experiences (3 maximum) to fulfill the requirements for a
Readiness Seal. Each experience must be at least 25 hours and experiences can
accumulate over the student's high school career. For example, a student could do three
(3), 25-hour experiences to meet the required hours of WBL (75) within the Enrollment
Honors Plus Seal. A student completing the Employment Honors Seal could complete
experiences of 25, 50, and 75 hours to complete the required 150 hours.

WBL - Credits

Each increment of 75 WBL hours will result in 1 (one) credit towards a student’s
personalized electives. The exception to this is if WBL hours are required as part of a course
within a student’s CTE pathway.

WBL hours from multiple experiences can be stacked to obtain the necessary WBL hours
for a personalized elective, just as hours from experiences can be stacked towards
Diploma Honors Seals requirements. For example, a student who does three (3), 25-hour
WBL experiences, would accumulate a personalized elective credit and fulfill the WBL
hours requirement for the Enrollment Honors Plus Seal. Additional clarification on the
process to convert hours to a personalized elective will be provided in future guidance.

Examples of earning personalized electives through WBL hours are shared below:

¢ Student enrolled in WBL Capstone (5974): This course requires 75 hours of WBL
for each credit. A student who does 75+ hours of WBL will get a creditin the course

and that credit will count as a personalized elective. If the student completes at
least 150 hours as part of the course, two (2) credits towards personalized electives
will be earned.

10
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Student enrolled in 0543 for a summer experience: This course has no hour

requirements and is a zero-credit course. For every 75 hours that a student
completes that are captured in this course, 1 personalized elective can be earned.
Additional information on this process will be shared in future guidance.

Student enrolled in a CTE course with required WBL hours: A student is enrolled
in Healthcare Specialist Capstone (7255) and completes 250 hours of WBL through
their clinical experience. The first 150 hours of WBL are required as part of the

Capstone enrollment. These hours do not count as a personalized elective, but
allow the student to earn credit for the Capstone course and the Capstone course
counts as one (1) STEM credit. The additional 100 hours would count as one (1)
credit for personalized electives.

Summer Work-Based Learning

WBL hours that occur over the summer can count towards a student’s personalized

electives and desired Diploma Honors Seal(s). Below are important details to consider

regarding summer WBL experiences:

CTE courses, including courses that receive WBL funding, are not funded over the
summer.

Refer to the 0543 section above (page 6) to see how to capture standalone summer
WBL experiences.

WBL hours required for a course that a student is enrolled in during the Fall/Spring
semester should be completed prior to the end of the spring semester. Additional
hours tied to their experience that run into the summer can be reported within the
course and will be counted towards diploma seal requirements.

o Example: A student is enrolled in CEI (0530) during their spring semester and
their WBL experience extends into the summer. They earn a total of 95 WBL
hours. Since 0530 has the requirement of 75 hours as part of the course
standards, the student must complete the course required 75 hours by the
end of their spring semester. All 95 hours can be reported as embedded in
the CEl course.

11
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Additional Resources

Questions regarding this document should be directed to the Commission’s CTE Team at
CTE@che.in.gov.

The CTE data team will hold several fall trainings focused on data reporting, including WBL
information, prior to the fall count day deadline. To ensure you receive information

regarding these trainings and other information regarding INTERS reporting, please email
Jedd Vance, INTERS data specialist.

o WBL Menu of Experiences

e CTE Programs of Study

o NLPS Review Document

e Career and Technical Education Monthly Newsletter
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