The Mississippi Partnership

Instructions for WIOA Internship Paperwork
PY 2021
1. Worksite Agreements - WIN Job Center staff will complete Worksite Agreements for WIOA Adult & Dislocated Worker 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 MS Works, and imaging information submitted.
b. Sirius Workforce Development Placement Form
3. Participants will be paid weekly while on the Internship Program.
4. Once you have the Worksite Agreement signed and have the person enrolled into WIOA, the WIN Job Center staff should immediately scan and email the Sirius Workforce Development Placement Form to Rebecca Brantley (rbrantley@trpdd.com) and Kandi Marshall (kmarshall@trpdd.com). The originals should be kept at the WIN Job Center.

5. When TRPDD receives the Sirius Workforce Development Placement Form we will review it and forward it to Sirius Workforce for approval.

6. Sirius Workforce will contact the individual and get them set up in their system. 
7. Sirius will notify Three Rivers PDD and Three Rivers PDD will contact the WIN Job Center staff when the individual is approved to begin working.

8. Timesheets - Internship Participants and Worksites will submit timesheets electronically to Sirius weekly. Three Rivers PDD will send the completed timesheets to the WIN Job Center staff. WIN Job Center staff will be responsible for the onsite visit, case notes and imaging of timesheets.
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