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Internship & Monitoring Overview 

A paid internship is a planned, structured learning experience that allows participants to work at a work site, 

develop work readiness skills in a participant’s expected career field for a set period of time. The following applies 

for the TechHire:WorkIT program:  

 Participants can be placed in a non-profit organization, government agency, or for-profit business. 

 Participants can work 10 - 40 hours per week, for a maximum of 240 hours.  

 Participants will be on the work site’s (hiring company) payroll and paid a minimum hourly rate of $16.00.  

 The work site is responsible for Workers Compensation costs.  

 The employer must provide work readiness training that will enhance long-term employability for the 
participant, provide exposure to real work and help educate about the work readiness requirements for 
successful job retention.  

 Work experiences and internships must have academic and occupational components. The educational 
component may occur concurrently or sequentially with the work experience. Further academic and 
occupational education may occur inside or outside the work site.  

 Work experiences and internships are monitored by a Business Solutions Representative and Career Planner 
mid-way through the duration of the work experience or internship.  

 Worksite representatives are required to sign an agreement before the participant can start work. The 
contract must include: the trainee's job description, skills to be taught, time frame for the training, who will be 
providing the training, and how the training will be taught.  

 Upon successful completion of a work experience or internship, the worksite will be reimbursed for the 
program participant’s wages up to a maximum of 240 hours or as funding allows 

 Worksite must submit required documents for reimbursement purposes including timesheets/progress reports.  

 Labor standards apply in any work experience where an employee/employer relationship, as defined by 
the Fair Labor Standards Act or applicable State law, exists. 

 
- Participants will be on the hiring business’s payroll and paid at minimum $16.00 per hour (business may pay 

intern more, but reimbursement is capped at $16) 
- Upon successful completion of internship, businesses will be reimbursed for the program participant’s wages 

up to a maximum of 240 hours or up to $3,840 per intern 
- Contract must be signed prior to start of the internship 
 

Responsibilities 

a. Business Solutions Representative is responsible for:  
i. Outreach to businesses,  
ii. Worksite development,  
iii. Assistance with job matching and interviews,  
iv. Business contract signing,  
v. Business monitoring, and  
vi. Submitting the signed contract and all paperwork to the TechHire:WorkIT Career Planner. 

 
b. Career Planner is responsible for: 

i. Meeting with individuals to determine if they are eligible for training, 
ii. Providing required forms to the Business Solutions Representative, 
iii. Collecting internship paperwork and signed business contract, 
iv. Participant monitoring, 
v. Collecting and reviewing timesheets for hours and performance,  
vi. Tracking internship hours, 
vii. Maintaining contact with the client to ensure the training is successful, and 
viii. Developing and submitting reimbursement paperwork to business when training is completed. 
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c. Planner responsible for: 
i. Reviewing the work experience/internship packet that is submitted by the BSR to ensure the training 

meets requirements, 
ii. Developing the internship contract, and submitting the training packet to the Program Manager with 

any recommendations, and 
iii. Review of reimbursement forms and timesheets prior to submittal to the business.  

d. Program Manager is responsible for:  
i. Final review and approval,  
ii. Signing the contract, and  
iii. Tracking internship spending against the budget.  

 

Process 

a. Prior to the start of an internship, the Business Solutions Representative will work with the business to develop 
an Internship Request form for the open internship positions.  

b. If a reverse referral, the Business Solutions Representative will collect the names of any current or 
perspective individuals from the businesses and provide information to the TechHire:WorkIT Career Planner. 
Otherwise the referral list will be utilized for those clients who are looking for an internship.  

c. The Career Planner will be responsible for screening and enrolling eligible individuals.  
d. Once information is collected from the business and a program application is completed, both forms will be 

submitted to the Planner who will develop a contract which is to be signed by the business. 
e. Once the contract is signed, the Career Planner will be responsible for collecting the internship paperwork 

and monthly Internship Timesheets.  
f. At the mid-point of the internship, the Business Solutions Representative and Career Planner will provide a 

monitoring of the business and participant(s). 
g. At the end of each month, the business will be responsible for submitting a completed timesheet to the 

Career Planner who will track the hours of the internship. 
h. Once the contracted hours or 240 internship hours are met, the Career Planner will complete the Internship 

Reimbursement form and submit all internship paperwork to the Planner for review and approval.  
i. Once reviewed, the Career Planner will submit the Internship Reimbursement form to the business for 

signature and request the business’ W-9. 
j. Once received, the paperwork will be submitted to the fiscal department for payment.  


