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INTRODUCTION 

Welcome to the Work Experience component of the SELECT Program sponsored by the Delta Workforce Investment Area and__________________________________   ________________________________________Name of Agency).

By participating in this component, you will have the opportunity to help your community, learn new work skills, experience the world of employment, make new friends and earn money. 

Your work site supervisor and all those involved in the SELECT Program are working to help you.

This manual will tell you something about the program, its rules and pay procedures.  Keep this reference to be used as needed during your work.

WHAT IS SELECT WORK EXPERIENCE?

Work Experience is funded by the Federal Government to give young people ages 16 through 21 the chance to work and gain useful skills.  This program is funded through the Delta Workforce Area under the guidelines of South Delta Planning and Development District.

The goals of Work Experience are to:

1. Provide you with employability skills training which means you will learn work habits, skills and attitudes sought by the employers to enhance your future employability.   

2. Provide you with a job which will: 

a. Introduce you to the world of work;

b. Introduce you to sources of information on career opportunities;

c. Provide you with adequate supervision on the job; and 

d. Provide you with income in return for work.

YOU AND YOUR JOB

We want to be able to give you a good recommendation when you make application for jobs in the future. This agency and your worksite supervisor will be rating you on two types of skills during your employment:  Work Maturity Skills (skills you will need for any type of job) and Job Specific Skills (your ability to perform actual tasks required by your job.) Examples of each type of skill are listed below:

	Work Maturity Skills

· Good Attendance

· Arriving at work on time

· Positive attitude

· Appropriate appearance

· Getting along with fellow employees

· Following instructions

· Completing tasks

· Accepting criticism
	Job Specific Skills

· Typing

· Mopping Floors

· Filing Papers

· Operating a machine

· Answer the telephone

· Picking up trash

· Data Entry

· Stocking shelves




We will try to match your request for a particular kind of job or job site, depending on your work experience and the types of jobs available.  If we cannot match up the type of job that you have requested, we will attempt to come as close as possible with the positions available.  However, don’t expect a perfect fit.  All jobs are useful.  Your willingness to do your job and to accept supervision is an important part of the program.

You will not be permitted to change your job, unless it makes it unduly hard on you and this hardship would not exist on another job.  If you are having a hard time on your job, contact your counselor/case manager.

COUNSELOR/CASE MANAGER:______________________________________________________

TELEPHONE NUMBER:______________________________________________________
The DWIA Work Experience Component is a work program.  Therefore, you are expected to work for the money you will be receiving.  There are rules and procedures you must follow to insure the success of this program:

1.
You are expected to work a full hour for each hour of pay.

2.
You will be paid for only those hours your are on the job.

3.
Arriving late or leaving early is not permitted except in necessary cases with the approval of your supervisor.

4.
“Horseplay,” scuffling, and goofing off is not permitted on the job.  If you engage in these activities, you may lose your job. 

5.
You should call your job site supervisor if you expect to be late or absent. 

6.
You must dress appropriately (no earrings for males, no tee shirts with inappropriate slogans, no shorts and hats).

7.
You should not use your employer’s telephone nor have visitors at the job site.

8.
You should only eat in the designated area at the work site. 

YOU AND YOUR WORK SITE SUPERVISOR

Since your supervisor is donating his/her time and job site so that you can have a job, you should arrive where he/she instructs, when he/she expects you, and carry out his/her directions as carefully as you can. 

Your supervisor has the job of showing you the work to be done and how to do it in the best and safest way.  If you need help or more explanation about a task or job, ask questions.  Your supervisor can do his/her job better if he/she is aware of your problems.  Do not make your job difficult by running or making believe your problems do not exist.  If you have any problems or questions with your job, let your supervisor and counselor/case manager know right away so they can be worked out quickly and easily.

Work Site Name: _______________________________________________________
Work Site Supervisor:___________________________________________________
Telephone Number:_____________________________________________________
PARTICIPANT INFOMRAITON/WORK RULES

Dates:
If you are an in school youth, you will be employed from _____________ until you have worked 150 hours.
If you are an out of school participant, you will be employed from _______________until you have worked200 hours.


    
Hours:
You will be advised of the number of hours you may work per week.  You may work only those hours.  Participants may not work in excess of _______ hours per week until you have reached a total of 150 hours (IS), 200 hours (OS), or you have been terminated from the program.  You cannot work if you were absent from class. 

Absences:
You must notify your work site supervisor before your regular starting time if you will be absent or late.  Repeated, unexcused absences and/or tardiness may be reasons for termination from the program.  You will not be paid for leaving early, arriving late, or absence. 

Pay:
Participants are paid minimum wage, $7.25 per hour, for actual time on the job.  Each pay period, Social Security is matched by this agency and turned over to the Social Security Administration of the Federal Government to provide money for you and your family if you become disabled in the future.  You cannot get this back at the end of the year.

Time Sheets:
You and your supervisor are responsible for keeping your time sheets.  These are filled out every two weeks and submitted by your supervisor.


Time sheets must record the actual number of hours on the job.  You should check your time sheet for accuracy and completeness and not sign it until all hours are recorded and totaled correctly.


The participant and the work site supervisor must sign time sheets in ink.  If time sheets are completed incorrectly or late, the result will be a delay in the issuance of a paycheck. 


Time sheets will be check against your daily classroom time/attendance.  If you worked and did not attend class for the required time, you will have volunteered your time at work.  You will not be paid for work if you did not attend class.

Payroll 
Any problems with your pay must be reported immediately to your  

Problems:
counselor/case manger,_______________________________________.

Rules:
Your Supervisor will assign you daily job activities.  It is your responsibility to accept the directions and instructions of your supervisor.  You must abide by the rules and regulations of WIA and the agency/business to which you are assigned.  Supervisors will have the set of rules and regulations that govern conduct at the assigned work site.  Remember that breaking the rules, poor attendance, or a poor attitude can result in your termination

Problems:
You and your supervisor should discuss any problems, which are arise at the job site.  If the problem cannot be resolved, the supervisor must refer the problem to the SELECT youth provider at once.  The Grievance Procedure is outlined in detail at the back of this manual.

Transfers:
If you want a transfer, you should notify the SELECT Counselor/Case Manger and give specific reasons in writing for requesting a transfer.  You may consult your supervisor regarding the transfer.  No work site agency may transfer any participant in the program.  Only (the youth provider) can approve such a request.

Holidays:
You will only be paid for hours worked.  DWIA does not have paid holidays.

Accidents:
If you are injured while at work, notify your work site supervisor at once.  If your injury requires medical attention, have your supervisor call:


COUNSELOR/CASE MANAGER:_______________________________

PROJECT DIRECTOR:________________________________________

TELEPHONE NUMBER:_______________________________________

You are covered under worker’s compensation.  If an accident should occur during working hours and result in the loss of work for an extended

 time and medical expenses are incurred, worker’s compensation would help to cover the costs. 


Child Labor
Anyone who is under 18 years old is protected by the Federal “Child Labor 

Law:
Laws”. These laws tell you when you can work, where you can work and what you can do at work.  You do not have to work any place that is UNSAFE, UNHEALTHY, or DANGEROUS.  If you think the job you are asked to do is against the Child Labor Laws, speak to your work site supervisor and Counselor/ Case Manager as soon as possible.

Rights:
“No person in the SELECT Program shall, on the grounds of race, color religion, sex, national origin, handicap or political affiliation or belief, be discriminated against, or denied employment as a participant.”

Grievance
If for some reason you believe you have been treated unfairly, you have the right to change the situation.  In order to do this it is necessary
Procedures:
that you make every attempt to resolve the situation with your work site supervisor.  You will need to provided the following information in writing: 

1. The specific nature of the complaint.

2. The date of occurrence.

3. The names of persons/organization involved.

4. Your name and address, and 

5. The date you filed your complaint.

Job Tile:
I understand that my job title will be_______________________________


___________________________________________________________
DELTA WORKFORCE INVESTMENT AREA

CERTIFICATION OF RECEIPT

OF

PARTICIPANT ORIENTATION MANUAL

FOR 

WORK EXPERIENCE

This is to certify that I have received, read, and understand the rules, regulations and instructions of the Work Experience Component that are contained in this orientation manual.  This manual also explains the SELECT complaint/grievance procedures if I should have a problem or complaint while a participant.  I have also received a copy of my job description.
_____________________________

_______________________________
               (Date)



                        Participant’s Signature

_____________________________

________________________________
               (Date)



                        SELECT Staff’s Signature
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