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SUBJECT: 

 

Work Experiences for Adult and Youth 
ATTACHMENTS (if any):   

(A) – Worksite Agreement 

(B) – Training Plan 

 

 

 

 

 

This Issuance is an official 

policy of St. Louis County 

Workforce Development. 

 

This Issuance Affects:  

 
• Workforce Innovation and Opportunity Act (WIOA) Programs 
• Title I: Adult 
• Title I: Dislocated Worker 
• Title I: Youth 

 

 

FOR THE ATTENTION OF: 

 

All applicable WIOA staff or subcontractors—Implementation of this policy is 

immediate and continuous. 

 

RESCISSIONS:  N/A 

 

 

REFERENCES:   

 
OWD Issuance – Work Experience for Adults and Dislocated Workers  

OWD Issuance – Case Note Policy  

2) 20 CFR § 680.180 - What is an Internship or Work Experience for Adults and Dislocated Workers?  

3) 20 CFR 680.170, 680.180, 680.530. 
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SUMMARY  

This policy communicates the St. Louis County Workforce Development (STLCOWD) work 

experiences applicable to WIOA programming: Adult (AD) and Dislocated Workers (DW) and 

Youth (OSY & ISY). 

BACKGROUND 

STLCOWD policy for Work Experiences that supports an individual’s chosen career pathway(s) 

and facilitates their transition into placement within high growth/high demand regional careers as 

identified by MERIC. 

 

Work experience is applicable to all WIOA core programs and a valuable tool to engage employers 

and to support job seekers in overcoming barriers to employment. WIOA Work Experiences are 

designed to help individuals establish a work history, demonstrate success in the workplace, and 

develop the skills that lead to entry into, and retention in, unsubsidized employment.  Training to 

Work Experience activity is a contractual exchange between the WIOA service provider, the 

worksite employer, and the individual. It is not designed to replace an existing employee or 

position. 

 

SUBSTANCE 

A WIOA Work Experience is an individualized career service and is a planned, structured learning 

experience that takes place in a workplace for a limited period of time.1 Worksite employers are 

critical partners that provide significant growth opportunities for adults and dislocated workers 

through work experiences that give them the ability to learn and apply in-demand skills. Work 

experience may be paid or unpaid, and may take place in the private sector, non-profit sector, or 

public sector.  

A. VARIOUS TYPES OF WORK EXPERIENCES/LEARNING WHILE WORKING 

• Regular Work Experience – A planned, structured learning experience that takes 

place in a workplace for a limited time. Work experience may be paid or unpaid, as 

appropriate, and may be arranged within the private for-profit sector, the non-profit 

sector, or the public sector. Work experience must be related to the individual’s 

career pathway.  

 

• Subsidized/ Unsubsidized Internships – A planned, structured learning 

experience that takes place in a workplace for a limited time and is related to a 

student’s field of study or career pathway. An internship may be arranged within the 

private for-profit sector, the non-profit sector, or the public sector. Internships must 

be directly in line with the individual’s long-term career pathway goal. 

 

 
1 20 CFR 680.180. 
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• Transitional Jobs - A “transitional job” is a work-based learning activity that provides 

a time-limited work experience, wages-paid, and is subsidized in the public, private, 

or non-profit sectors.2 Transitional jobs serve individuals with barriers to employment 

due to chronic unemployment or inconsistent work history.  

 

• Pre – Apprenticeships & Apprenticeships  

Registered Apprenticeship programs include immediate employment for 

apprentices, they provide an excellent opportunity for dislocated workers, returning 

military service members, and others needing to transition to new careers. 

Registered Apprenticeship contributes to career pathways by building worker skills 

and establishing well-defined steps along pathways to higher levels of employment 

and wages. All Registered Apprenticeship programs must consist of the following 

components: 

• Industry Led 

• On-the-Job Training 

• Related Instruction 

• Rewards for Skill Gains 

• National Occupational Credential  

Registered Apprenticeship programs are automatically included on the Missouri 

Eligible Training Provider List (ETPL). 

Apprenticeship programs are well positioned to impart skills to workers, which would 

meet the WIOA measurable skills gain performance indicator.  

• Pre-Apprenticeships AD/DW/Youth 

Pre-apprenticeship programs are designed to assist individuals who do not currently 

possess the minimum (academic or skills) requirements for selection into an 

apprenticeship program.   

Pre-apprenticeship programs generally consist of the following:  

• Training and curriculum that aligns with the skill needs of employers in the 

economy of the State or region involved;  

• Access to educational and career counseling and other supportive services, 

directly or indirectly;  

• Hands-on, meaningful learning activities that are connected to education and 

training activities, such as exploring career options, and understanding how the 

skills acquired through coursework can be applied toward a future career;  

• Opportunities to attain at least one industry-recognized credential; and  

• A partnership with one or more Registered Apprenticeship programs that assists 

in placing individuals who complete the pre-apprenticeship program into a 

Registered Apprenticeship program.  

 
2 20 CFR 680.190. 
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• Customized Training 

Customized Training (CT) is designed to meet the unique training needs of an 

employer or a group of employers. CT can be used for training prospective (new) 

workers. CT is business-driven where the employer decides who will provide the 

training (e.g., external trainer, internal manager), what curriculum will be used, and 

which workers will be trained.  The following should be met: 

• Designed to meet the unique needs of an employer or a group of employers 

• Commitment by the employer(s) to employ the individual upon successful 

completion of the training 

• For which the employer pays for not less than 50% of the cost of the training. 

 

• Prospective or incumbent workers  

These individuals benefit by learning new skills and obtaining or retaining 

employment after successful training completion. The approved employer commits 

to hire or—in the case of incumbent workers—retain individuals who successfully 

complete training. Contracted Education Training (CET) provides STLCOWD the 

flexibility to contract directly with institutions of higher education or eligible training 

providers under certain conditions.  

 

B. INDIVIDUAL ELIGIBILITY & ENROLLMENT 

Individuals must meet program eligibility requirements, be enrolled into the respective 

WIOA program, and must have received an assessment resulting in the development of 

an Employment Plan (EP) that documents the individual’s need for, and benefit from, a 

Work Experience (i.e. little or no prior work experience, difficulty maintaining employment, 

displaced worker needing to learn new skills, etc.). Individuals who have received funding 

through an ITA, cohort, or other WIOA funded training are also eligible for Work 

Experience.  Individual’s file must show WIOA activity within the last 90 days. 

C. MAXIMUM HOURS  

A WIOA Work Experience is allowable for up to 300 hours. STLCOWD may limit the 

duration and the number of hours for an individual to participate in a work experience. To 

determine the duration of a Work Experience activity, the following will be considered:  

• the duration needed to acquire necessary skills or knowledge;  

• the objectives of the work experience; 

• the quality and benefit of the employer’s work activity; and 

• the budget of the WIOA service provider. 

STLCOWD may recognize a need for additional Work Experience training hours to be 

approved in the initial Training Plan. Additional Work Experience hours may be requested 

with WIOA designated staff approval. 
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If, upon completion of the maximum work experience hours, the STLCOWD determines 

the individual requires additional hours to be successful or to obtain unsubsidized 

employment, the STLCOWD may extend the work experience hours to an additional 240 

hours, provided that the following criteria are met and documented. 

• An updated Training Plan justifying the need for the additional hours;  

• A detailed case note detailing the need for the additional hours; and  

• A statement from the worksite employer confirming the need for additional hours.  

 

D. COMPENSATION  

Individuals enrolled in a paid work experience shall be compensated an hourly wage at 

not less than the State or local minimum wage. Individuals shall be paid only for the hours 

worked during the work experience and the hours must be documented on the individual’s 

work experience time sheet. Work Experience individuals are not authorized to be paid for 

sick leave, vacations, or holidays and are not authorized to work overtime (no more than 

8 hours per day, 40 hours per week). 

E. WORKSITE EMPLOYER ELIBILITY 

 

• Employers must be licensed to operate in Missouri, be in good standing and must 

provide their Federal Employer Identification Number (FEIN). Additionally, 

employers must adhere to the following requirements:  

o Must have safe and healthy working conditions with no previously reported 

health and safety violations that have been reported but have not been 

corrected; and  

o Must be compliant with all Equal Opportunity (EO) regulations 

o Shall not terminate the employment of any of their current employees or 

otherwise reduce its workforce either fully or partially (such as reduction in 

hours or benefits) with the intention of filling the vacancy with an individual 

or as the result of having an individual; and 

o Shall not allow the individual’s activity to result in the infringement of 

promotional opportunities of their current employees; and  

o Shall not allow the individual to be involved in the construction, operation, 

or maintenance of any part of any facility that is used, or to be used, for 

religious instruction or as a place for religious worship. 

 

F. EMPLOYER OF RECORD REQUIREMENTS 

 

• The employer of record must carry workers’ compensation to the extent available, 

and if the States workers' compensation law does not apply, insurance coverage 

must be secured for injuries suffered by the individual in the course of such work 

experience; 

• Ensure work experiences will be conducted in a safe and sanitary work 

environment;  

• Complete an EO-15 document 
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• Ensure all work experience individuals have adequate worksite supervision;  

• Must conduct a WIOA worksite orientation with the worksite employer and the 

individual prior to the start date; and  

• Complete the federal E-Verify requirement within three (3) business days of the 

individual’s hire/start date. 

 

G. CASE MANAGEMENT & DOCUMENTATION   

The following must be completed and documented prior to the start date of the work 

experience; 

• Comprehensive Assessment identifying the need and ability for successful 

completion of work experience; 

• Employment Plan (work experience must align with the identified career pathway); 

• Documentation of an Employer Pre-award Review (case note or signed 

document); 

• EO-15 document signed by worksite employer;  

• Completed and signed Worksite Agreement (good for one year); 

• Work experience dates must fall within the dates of the agreement; 

• Detailed Work Experience Training Plan;  

• Federal E-Verify documentation completed within three (3) business days of the 

individual’s hire/start date; and  

• Work Experience Starting Case Notes3, must include:  

o Name of worksite employer; 

o Employer of record;   

o Job title; 

o Begin date and project end date; 

o Total number of hours approved for the work experience;  

o Hourly wage; and 

o Funding source 

The following documents must be uploaded, and case notes must be entered in the case 

management system throughout the duration of the work experience until the final 

payment to the individual is made:  

• Completed timesheets, signed by the individual and the worksite supervisor; 

• Payroll documentation, to include a copy of the pay stub and verification of 

payment to the individual; 

• Case Notes4, describing the individual’s progression in the work experience; and 

• Work Experience Timesheet Payment Case Notes, to include:  

o The payroll or monthly invoice period;  

o Number of hours worked; 

 
8 Missouri OWD Issuance - Case Note Policy 
9 Missouri OWD Issuance - Case Note Policy 
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o Gross wages for the pay period; 

o Number of hours remaining; and 

o Funding source(s). 

 

An example of a pre-award case note: 

 

“Met with Worksite employer (xyz) to complete the Worksite Agreement, for WIOA. In 

discussing the Agreement, it was shown that the employer meets the criteria set forth in 

the Employer Pre-Award review, (adherence to EO regulations, American with Disabilities 

Act provisions, maintaining safety standards for the business and employees, current on 

all taxes etc.).  All forms related to the Worksite Agreement have been uploaded into 

MoJobs (Documents).” 

 

H. MONITORING REQUIREMENT   

The WIOA service provider’s oversight of the paid and unpaid work experience individual’s 

training and payroll records may be reviewed by Federal, State, and local fiscal and 

program monitors. Such monitoring may include, but is not limited to, on-site visits and 

phone/email communication with the employer/trainer and individual, to review progress 

and provide technical assistance as needed.  

 

I. EXEMPTIONS FROM UNEMPLOYMENT INSURANCE  

Individuals in work-relief or work-training programs authorized by WIOA, or any other 

programs funded in whole or in part by Federal, State, or local awards or grants, are 

exempt from UI wage reporting requirements if the employer of record is: 

• The State, or any (local) political subdivision of the State, or any instrumentality 

(board, commission, etc.) of the same; or  

• A not-for-profit corporation, community chest fund, or foundation organized and 

operated exclusively for religious, charitable, scientific, testing for public safety, 

literary, or educational purposes, or for the prevention of cruelty to children or 

animals, or other organization as described in Section 501(c)(3) of the Internal 

Revenue Code. For the purposes of this exemption, DOL’s guidance defines work-

relief and work-training programs thus: 

• Conditions for all work-relief and work-training programs require:  

o The employer-employee relationship is based more on the individuals’ and 

communities’ needs than on normal economic considerations (such as 

increased demand or the filling of a bona fide job vacancy); and  

o The products or services are secondary to providing financial assistance, 

training, or work experience to individuals to relieve them of their 

unemployment or poverty or to reduce their dependence on various measures 

of relief, even though the work may be meaningful or serve a useful public 

purpose.  
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• Both work-relief and work-training programs also must have one or more of the 

following characteristics: 

o The wages, hours, and conditions of work are not commensurate with those 

prevailing in the locality for similar work; or 

o The jobs did not, or rarely did, exist before the program began (other than 

under similar programs) and there is little likelihood they will be continued 

when the program is discontinued; OR 

o The services furnished, if any, are in the public interest and are not otherwise 

provided by the employer or its contractors; OR 

o The jobs do not displace regularly employed workers or impair existing 

contracts for services. 

 

For work-relief programs only, the qualifications for the jobs must take into account, 

as indispensable factors, the economic status (i.e., the standing conferred by 

income and assets) of the applicants. 

 

INQUIRIES 

Please direct all questions or comments regarding this Issuance document to compliance@fwca-

stl.com. All active, expired, or rescinded Issuances are available upon request.  

  

mailto:compliance@fwca-stl.com
mailto:compliance@fwca-stl.com
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ATTACHMENT A – WORKSITE AGREEMENT  (FRONT) 
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ATTACHMENT A – WORKSITE AGREEMENT  (BACK) 
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ATTACHMENT B – TRAINING PLAN 

 


