PARTICIPANT ORIENTATION MANUAL

 AND GUIDELINES

FOR

DWIA SELECT YOUTH

SELECT PROGRAM

(STUDENT, EDUCATION, LEADERSHIP, 

EMPLOYMENT, CITIZENSHIP TRAINING)

Name of Agency

Street Address

Mailing Address

City, State, Zip

NAME_______________________________________________________________
LOCATION____________________________________________________________
DATE________________________________________________________________
Dear Participant:

Welcome to the SELECT (Student, Education, Leadership, Employment, Citizenship Training) Progam! Always remember that your SELECT instructor, _____________________, is at ________________________________________ to help you.  Your counselor/case manager ________________________________________ will be happy to assist you with personal problems, class problems, job seeking, forms completion, or anything you wish to discuss—both good and bad.

During class hours, after class hours, and during holidays until 5:00 p.m., your counselor/case manager, ___________________________________, may be reached at telephone number _________________ in ________________________.  If your counselor is not in the office at that time, leave your name and number.  The counselor will then contact you.

You are always welcome to come by Name of Agency, Inc., Street Address of Agency, City, State.  We enjoy having our participants come to see us.  You may also contact me at _____________.  We are very interested in you.  You are very special to us.

I look forward to meeting you and being with you during this program year.

Very sincerely,

SELECT Project Director

1.
The following flow chart demonstrates the manner in which the Name of Agency SELECT Program receives its funding.
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|
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|

Governor, State of Mississippi

|

Mississippi Department of Employment Security

|

Delta Workforce Investment Area

|

Name of Agency

2.
The purpose of the Name of Agency SELECT Program is to provide eligible youth who are 16-21 years of age assistance in achieving academic and employment success, to provide effective and comprehensive activities, which shall include a variety of options for improving educational and skill competencies and provide effective connections to employers, to ensure on-going mentoring opportunities, to provide opportunities for training, to provide continued supportive services, to provide incentive for recognition and achievement, and to provide opportunities related to leadership development, decision making, citizenship, and community services.

3.  The program elements will include: study skills training; referrals to alternate programs; summer employment opportunities, paid and unpaid work experience including internship and job shadowing; occupational skills training, leadership development opportunities, supportive services; comprehensive guidance and counseling, adult mentoring; follow-up services for at least twelve months; and comprehensive guidance, counseling, and referral as appropriate.

4.  The goals of the program are to assist eligible youth in completing work readiness skills training to include developing an employment portfolio, citizenship skills, intra/interpersonal skills, employer expectations, work ethics, appropriate job behavior, positive attitude, motivation, and job search techniques.  Participants will also develop work maturity skills through the use of labor market information and improve survival skills as they related to barriers to employment.  Work experience will introduce participants to the world of work.  Your goal as participant is to successfully complete the required number of Work Readiness Skills of the Delta Workforce Investment Area System.  If you do not have a high school diploma or GED, your goal as a participant is also to receive your high school diploma or GED.


PARTICIPANT GUIDELINES

This year to make our classes more enjoyable and educational, we decided to draw up several guidelines.  Hopefully, these guidelines will make our program run smoothly and will also let you know what is expected of you.  These guidelines are in seven (7) categories:




Appearance




Attendance




General Information




Work Experience




Supportive Services




Disturbances




Transportation

Appearance
1.
The SELECT classroom will be considered a mock work site; therefore, you should dress as though you are at a work site.

2.
Young men should tuck in their shirts, no baggy pants, no earrings, no caps, and no combs sticking out of pockets.

3.
Girls should not wear clothes that are too tight, short, or expose their mid-drift.

3.
You should be fresh, neat, and clean.

Attendance

1.
You are expected to arrive on time for class each day.  This should become a habit.  If you need to go to the bathroom, see me first.

2.
You should not leave the classroom after class begins.

4.
If you are sick, call ________________________ and let us know the reason.

5.
Please schedule all appointments after class or during your lunch hour.  If Human Services schedules an appointment for you during class, call them the day you receive your letter, and they will reschedule your appointment.

6.
It is absolutely necessary that you come to class.

7.
If you are absent for more than two days you need to call the office and leave a message regarding your reason for being absent.

General Information
  1.
There is to be no eating, drinking, listening to the radio, testing, or chewing gum in the classroom.

  2.
Courtesy (yes mam, yes sir, yes, and no) is a sign of respect for the position not necessarily the person.  You should respect the staff and your classmates.

  3.
No loud talking in the classroom.

  4.
Participants should neatly and correctly complete class work.

  5.
Participants should display a positive attitude.  You should do your work without making negative comments.

  6.
Participants should display good work habits (have pencil sharpened before class starts, be prepared for class, have needed paper and pen.)

  7.
Participants should complete assigned work.

  8.
Participants should have all copies of required skills stapled together and in order.

  9.
You should commit to your studies.  You are responsible for your own work.

10.
The telephone is off limits to participants.

11.
If you move or change your mailing address, phone, or name, please notify us.

12.
You should sit and act as you would at work.

13.
You will be graded on the following:

Work Readiness Skills - For correct content and for basic education.  You must correct your mistakes.  You should put one line through the error and write the correction above the mistake.
Skills
1.
Skills are competencies that you will learn.  

2.
Skills must be done in ink.

3.
Never use liquid paper or erase.  Put one line through the error and write you correction over it.   Do not blot out the error- just put one line through it.

4.
Put the date you actually take the skill at the top.  If you have to do a skill over, put the actual date you redo the skill.  Redoing a skill will be 25 points from your basic education grade.

5.
You will be graded:  for correct content and for basic education .

6.  
You must cursive write on all skills.  The only exceptions are the resumes and 

applications.

Behavior
1.
How you act in class is usually how you will behave at work.  Work on improving any bad habits that you may have.

2.
You must be courteous to others—“Do unto others as you would have them to unto you.’

3.
Talk only with permission.

4.
Talk quietly.

5.
No gum chewing or food in the room.

6.
Do not write on your desk or posters.

7.
Absolutely no bad language.

8.
Ask permission to leave the room.

9.  
Ask permission to use the computers.

Discipline Procedures
1.  First Offense:  Verbal reprimand by instructor

2.  Second Offense:  Instructor conference with student

3.  Third Offense:  Counselor conference with the student

4.  Fourth Offense:  Parent, teacher, and student conference

5.  Fifth Offense:  Project director conference

Computers
1.
The computers are very expensive.  Do not hit the keys hard.

2.
Handle the CD’s by the outside edge.

3.
Before class ends, you are responsible for taking the CD out of the drive and returning it to the teacher.  Don’t forget to shut down the computer.

4.
There are certain programs that are required and ones that are for fun.  Students who have been disciplined for the day are not to use the fun programs.

Monitoring Visits
1.
We may have visitors who supervise our program.

2.
They will want to talk to you and ask questions about the skills we have covered.

3.  We will review to refresh your memory.  Also, __________________________, Project Director, and your counselor/case manager ____________________  ____________________will visit on a regular basis to ask questions about the skills and review workbooks.

Student of the Week
Each week on Friday, I will select a Student of the Week.  This will be a person who has worked hard all week, turned in neat and correct work, and displayed a positive attitude toward the instructor and classmates.

Reward Letter
One student will be selected from the Students of the Week for that month to be Student of the Month.  A letter will be written to the student’s parents letting them know that their son or daughter has been doing an excellent job in class.

Field Trips
No one that is not enrolled in SELECT can go on field trips.  This includes children, spouses, friends, etc.  Two field trips are planned.  These field trips may be to colleges, cultural events, or businesses.  Let me know what you would like to do.  I will give you a permission letter before each trip, which must be signed by your parent/guardian and returned before the trip.

Work Experience

1.
If you are an In School Senior SELECT participant, you will be allowed to work at 
$7.25 per hour for a total of 150 hours.  If you are an Out of School SELECT 
participant, you will be able to work 200 hours.
2.
If questions arise about your work experience checks, call your counselor/case 
manager.

3.
If you don’t sign your work site time sheet on the last working day of the time period and turn it in when you should, you will not receive your paycheck on time.

4.
Be sure to check your hours on your time sheet for accuracy before you sign it.

Supportive Services
1.
Be sure to sign, date, and check your supportive service form for accuracy each Friday afternoon.

2.
If you have one child, you will receive $1.00/hour for each day you attend class ($32.00/week maximum) for childcare.

3.       If you have two children, you will receive $1.25/hour for each day you attend 
class ($40/week maximum) for childcare.
4.
If you have 3 or more children, your will receive $1.50/hour for each hour in 
classroom training ($48/week maximum)
4.       You will also receive $4.00/hour for each hour you attend class.

Disturbance
1.
You must conduct yourselves in an orderly manner while in the classroom.

2.
You will not use the classroom to hold a grudge match with anyone in the classroom.

3.
If you, or anyone associated with you, create a disturbance to the point that it disrupts the normal operation of the classroom, you will be exited from the program.

4.
Loud, boisterous outbursts will not be tolerated from participants.

5.
Instructors will not tolerate any sassy talk, hostile behavior, or nasty attitudes from participants.

6.
No participant will be allowed to attend class under the influence of alcohol or any mind/mood altering drugs.

7.
Participants are asked to be aware of the fact that the SELECT staff can and will call the police if any outburst or disturbance causes it to be necessary.

8.       Remember the classroom is mock work site.

Transportation


Each participant will be responsible for providing his/her transportation to the class and work site.

You are asked to be aware of the fact that these guidelines are not aimed at one particular person.   They are being used to ensure that every participant gets the best service that we can possibly give.  You are asked to be aware of the fact that if you think your needs are not being met, you have the right to request a conference with the SELECT Project Director.

Do not expect your counselor/case manager/job developer to find you a permanent job if you are continually absent, have a negative attitude, are not present in body and mind, and do not exhibit proper work habits.  You should think of the SELECT Program and work experience as an opportunity to learn, to improve, and to reach a specific goal.  We are here to help you become the very best you can be.

I have read and understand the SELECT guidelines and agree to follow the policies and procedures set forth in them.

Name







Date

Name of Agency

SELECT PROGRAM 

GRIEVANCE PROCEDURES

The Board of Directors supports fully the equitable adjustment of participant grievances in the best interest of the participant and the agency.  A grievance is defined as that dissatisfaction any participant feels when he/she believes that he/she has not been treated fairly or when he/she believes a mistake has been made in the application of an agency rule, procedure, or policy.  In order to assure proper and prompt handling of participant grievances, the following procedure has been established:

1.  Any participant who believes he/she has a grievance should first discuss this matter with his/her instructor within one (1) calendar week of the action, which is the basis for his/her grievance.  The participant should explain fully and frankly the nature of his/her grievance.  The instructor will give an oral reply to the participant within two (2) working days of the discussion. _____________________________________

2.  If a mutually satisfactory solution is not reached in step one (1), the participant should contact the counselor/case manager within two (2) days of receiving his/her instructor’s reply.  The counselor/case manager will consider the participant’s grievance and give an oral reply within two (2) days after the discussion. ____________________________

3.  If a mutually satisfactory solution is not reached in Step two (2), the participant should contact the SELECT Project Director within three (3) days of receiving the counselor/case manager’s reply.  The project director will consider the participant’s grievance and give an oral reply within two (2) days after the discussion. ________________________________________________

4.  If the participant does not feel that a satisfactory solution has been reached through discussion with the above-named persons, the participant may then contact the Executive Director of _______________ by letter outlining the nature and details of his/her grievance.  This must be done within 5 (5) days after receiving a reply from the project director.  The Executive Director will meet with the participant and the project director, the instructor, and the counselor/case manager to attempt to reach a satisfactory solution. ________________________________________________

5.  After the complete review by the Executive Director, he/she shall submit his decision to the participant after one (1) week.

6.  If the participant does not feel that a satisfactory solution has been reached, the grievance shall be forwarded to the Delta Workforce Investment Area.

The (Name of Agency) SELECT Program Grievance Procedures have been explained to me.  I understand my rights regarding the above.

_________________________________                    __________________________

Participant’s Signature                                                       Staff Signature

_________________________________                     __________________________
           Date Signed                                                                        Date Signed

CERTIFICATION OF RECEIPT

OF THE

NAME OF AGENCY

SELECT PROGRAM

PARTICIPANT ORIENTATION MANUAL AND GUIDELINES

This is to certify that I have received, read, signed, and understand the DWIA/WIA Complaint/Grievance Procedures, the Name of the Agency, the Organizational Chart, the Agency Grievance Procedures, and the Participant Guidelines.

I have also received orientation instructions concerning the goals, purpose, and focus of the SELECT Program.  I also know how to contact my SELECT instructor, counselor/case manager, and the project director during the hours of 8:00 a.m. to 5:00 p.m. each day of the workweek.

__________________________________


_____________________
Participant’s Signature






Date

__________________________________


_____________________
SELECT Instructor Signature





Date

Revised 7/10


