The Mississippi Partnership

Instructions for WIOA Internship Paperwork
PY 2016
1. Worksite Agreements - WIN Job Center staff will complete Worksite Agreements for WIOA Adult Internship Participants.

2. The WIN Job Center staff is responsible for ensuring the following are completed for each participant:

a. All applicable WIOA eligibility, paperwork, entry into OESS, and imaging information submitted.
b. Internship Form

c. Q-Staffing Application (2 pages)
d. Q-Staffing Acknowledgement Forms (2 pages)
e. Q-Staffing Employment Verification Form (1 page)
f. I-9

g. Payment Authorization Form

3. The WIN Job Center staff will give the participant a copy of the Employee Information Sheet to take with them.
4. Once all paperwork is complete, the WIN Job Center staff should immediately scan and email the Internship Form and all documents listed at the bottom of this form to Kandi Marshall (kmarshall@trpdd.com) and Gary Golden (ggolden@trpdd.com). The originals should be kept at the WIN Job Center.
5. When TRPDD receives the Internship Packet we will review it and forward it to Q-Staffing for approval.

6. When Q-Staffing approves the participant to begin work, Three Rivers PDD will contact the WIN Job Center staff for the WIN Job Center staff to contact the participant and let the participant know when he/she may begin work.

7. Timesheets - Internship Employers will submit timesheets to the WIN Job Center staff and the WIN Job Center staff will be responsible for ensuring timesheets are submitted to TRPDD. WIN Job Center staff will be responsible for the onsite visit, case notes and imaging of timesheets.
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