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The Work Experience component is designed to provide eligible youth with valuable work experience in safe, well-supervised settings and to assist these youth in developing their occupational potential.  Assistance will be given to youth to develop successful work habits and to explore occupational goals.

The Work Experience component is designed to meet the individual needs of each participant.  Among these are the following:

1. Exposure to structured and well supervised work;

2. Opportunities to explore vocational interest;

3. Job rotations to expose youth to different work settings;

4. Vocational counseling and occupational information;

5. Providing income to participants who without assistance would be unable to attend school;

6. Meeting special employability needs;

7. Enhance the citizenship of youth;

8. Services to encourage youth to return to school; and

9. Placement into short term, subsidized employment leading to full-time unsubsidized employment upon completion of school.

GUIDELINES FOR SUPERVISION

For many youth the work experience they get in the program will be the first chance to test their abilities and discover their vocational preferences.  They may bring to the program unreal ideas and resistance to work.  If the unreal ideas and resistance to work are allowed to continue uncontested, the result could be the development and reinforcement of poor attitudes and behaviors.  You, as the supervisor, have a major responsibility to deal with this situation.

While it is important to encourage upward mobility, it is equally important to stress that no useful work should be undervalued.  You don’t have to sell any job, but you must be able to explain its need and place in the entire project.  Moreover, it must be explained that every job must be used to help youth gain an understanding of the nature of work and employer’s expectations; to acquire hands-on experience leading to work skills and competence; to see how their efforts can be productive and useful; and to develop the ability to move on to more demanding jobs.

The work experience itself must mean something to the youth.  Doing something worthwhile, something special and economically useful, something which is valuable to others and which attracts community and individual attention can lead to increasing a youth’s feelings of self-worth.  It is important that the youth be helped to understand the meaning and use of the tasks they perform.  This will help them to develop and maintain a positive attitude toward work.  If you, the work site supervisor, are successful, you will be developing a climate in which youth can learn from the work experience.

Be aware of the age differentials.  The average 18-year-old will usually approach a job with more stability and greater expectation than a 14 year-old.  The 18-year-old will have more skills and experience and will probably be better able to cope with problems that arise on the job.  Work experience for younger participants should be structured to permit somewhat more experimentation than that for older youth.  However, there is more to work experience than the routine performance of a single task.  All youth regardless of age should be allowed to rotate among different tasks with challenges built in at many levels in terms of responsibility and competence.  Every assignment should have some degree of responsibility and challenge if youth are to develop good work habits.

Youth respond positively to skilled and competent supervision and to skilled, productive fellow workers.  It is desirable for them to be exposed to high work standards.  This may be the first time they have ever been exposed to the satisfaction derived from a job well done.

The work experience should be a collaborative effort between workers and supervisors, permanent and work experience workers, and youth and adults.  It is part of your job to encourage this collaboration and to resolve problems which hinder collaboration.

Indifferent or punitive supervision will undermine any project.  Expressing interest in a youth’s performance and providing encouragement are far more effective for reaching our goals than ignoring or punishing poor behavior and performance.  Reward achievements.  Rewards can be as simple as a complimentary word.  When youth are well supervised and understand what they are doing, if they are kept busy, given the proper equipment, and allowed to use free time constructively, they will respond in a very positive manner.

ORIENTING YOUTH

While the youth know something about the program and have been informed about work rules, it is up to you to make this real and to gain acceptance for them.  After arrival at the work site, the youth may feel out of place and not know how to behave, and, even with written instructions, be confused about what is expected of them.  They must learn when and how to ask for help and when to relax.  They should be helped to understand the larger purposes of their work – how these fit into the total organization and how the organization serves the community.  In addition, it is important to orient each youth with respect to your expectations and the specific nature of the work to be performed.

Your orientation for youth should include the following:

Introduction to you and other workers, both adult and youth;

Description of your organization’s objectives and expected output and how these will be achieved;

Explanation of work rules, expected work behavior, and your role with respect to these;

Preparation to perform the specific job to be done – the tasks, the skills needed, how these will be acquired, relationship with other jobs and the organization, etc.;

Description of your role as supervisor and counselor; and

Discussion of what youth can expect to gain from the work experience.

Encourage and answer questions.  However, don’t give uncertain or inaccurate information.  If you don’t know, say so without apology, find out, and give the right answer.

ROLE OF THE SUPERVISOR

You must be ready to meet, mentor, supervise, and help the youth from the moment they arrive.  Therefore, you must prepare before they are on the job.

The role of the supervisor includes may different elements.  As a new supervisor you may not be aware of all of these.  Many elements are described briefly below.  Some of the most important are described in greater detail in the following pages.  Supervisor tasks include the following:


SERVING as a mentor to the youth;


LINKING the activities of your youth with the expectations and activities of others such as your supervisors, other employees and/or divisions, and related community groups;


ORIENTING the youth to the worksite, the work to be performed, and the expected behavior;


ON-THE-JOB TRAINING to help the youth gain the skills and abilities to perform the specific jobs and to develop desirable work behavior;


ASSIGNING youth to specific tasks in line with their interests, capabilities and growth patterns;


PLANNING and scheduling work so that the desired objectives will be achieved;


ORGANIZING the workers, tasks and materials so that coordination and cooperation can be achieved;


DIRECTING youth so that they understand what is to be done and can do it;


MOTIVATING youth toward good work behavior and performance.


COMMUNICATING with both the youth in your group and with others who have impact on them by listening and by keeping all persons appropriately informed;


SERVING AS A ROLE MODEL so that the youth will have a good example of appropriate behavior;


COUNSELING youth with respect to career objectives and other program – related matters;


EVALUATING participants’ behavior and performance; and


SOLVING work problems as they arise.

The work experience will yield good training in work behavior and skills only if you exhibit these yourself.  Only in this way can you be a good role model and instructor for youth.  Experience and studies have shown that youth will try to emulate an adult they look up to – particularly a work supervisor.  You were selected as a supervisor because it is believed that you will be a good role model.

The following will give you some of the answers to the question.  “What must I know?”  We cannot give you all of them.  Add items as you go along.  Your preparation should include:


Knowing the work rules for supervisors and youth, so that you will meet the expectations of your superiors and be able to instruct youth.


Learning something about the youth you will supervise and the program’s objectives.


Being able to describe the work to be performed by each youth.  (This is essential for orientation and work assignment).


Understanding and being able to apply your agency’s performance criteria and work standards for the youth.  (This will help you train, evaluate performance, and provide youth with necessary feedback on their work).


Knowing what knowledge, skills and abilities the youth need in order to perform their jobs satisfactorily and how to help them acquire these.


Knowing the work behavior expected from the youth and how to help them meet these expectations.


Having needed supplies, equipment, etc. ready for the youth.


Being able to explain and enforce work rules for youth.

Knowing the services available and being able to help the youth obtain them when needed, especially support services.


Knowing and being able to carry out the elements of your role other than supervision of youth, such as making reports and maintaining relationships with program staff.


Knowing that you cannot possibly know everything, but you should know who to ask for information.  Be prepared to listen to others, particularly the youth.

EVALUATING YOUTH’S PERFORMANCE
As a supervisor you are expected to observe and evaluate the competence, behavior, and performance of each youth working for you.  The major purpose of the evaluation is to help the youth improve his or her behavior and performance.  As youth are extremely sensitive to negative feedback, your emphasis should be on a positive reinforcement.  Avoid focusing attention on incorrect elements in the youth’s performance.  Set high but attainable standards and praise improvement.
Youth want to know what is expected of them, how well they are meeting these expectations, and how they can improve.  You can satisfy these needs by adequate performance evaluation.  It is important that evaluation be systematic and planned so that it helps both you and the youth.

Performance evaluation can help you to:

Let youth know what is expected and how well these expectations are being met;

Plan the work better by being able to estimate what the youth can accomplish;


Determine training needs;


Identify youth who need more instruction; and


Discover youth’s unused potential.

Performance evaluation can help the youth by:


Letting them know how they are doing and how they can do better;


Assuring them that good performance is recognized;


Showing them your interest is helping them improve their performance.

The evaluation should be discussed with each youth at least once a week to make for timely handling of any changes that need to be made.

This discussion should be held in a place and at a time free from interruptions.  Make sure the discussion is targeted on those problem areas.  Build on strengths and give praise whenever appropriate.  Encourage questions and improvement of performance.  This evaluation is useful only if it determines actions to bring about improvement.  These actions can be in the form of a self-improvement program, guidance, counseling, training, encouragement, change in assignment, restructuring duties, recognition and reward for high-level performance.

TIME SHEETS

1. Our DWIA office requires that no liquid paper be used on time sheets.   Our DWIA office does not allow us to pay for more than a maximum of    245     hours.   Any hours worked in excess of 245 must be approved by the Contractor on a case-by-case basis.  Participants may not work in excess of seven (7) hours per day.
2. The work site supervisor must personally sign the time sheet.  If you find that you, the designated supervisor, will not be the person supervising the participant or signing the time sheet, please contact me at _______________.  I will be happy to orient any other persons who will be supervising our Summer Employment participants.

3. If you do not personally mail or turn in the time sheets, please put the time sheet in an envelope, seal the envelope and put your initials across the seal.

4. Please complete and sign the time sheets in black or blue ink.

5. Please round off all minutes to the nearest quarter of an hour.  For example, if the participant worked one (1) hour and 12 minutes you would put 1.0 on the time sheet.

6. If you make an error on the time sheet, draw one line through the error, initial it, and write the corrected time.

7. Write the time in the spaces as follows:

1 hour



1.0

1 hour 15 minutes

1.25

1 hour 30 minutes

1.50

1 hour 45 minutes

1.75

2 hours


2.0


Any time between


1hour and 1 hour 15 minutes would be 



1.0


1 hour 15 minutes and 1 hour 30 minutes would be

1.25


1 hour 30 minutes and 1 hour 45 minutes would be

1.50


1 hour 45 minutes and 2 hours would be



1.75


If the participant worked less than 15 minutes, the time would be 0.

8.
If the participant is absent put 0 and note the date in the comment section.


We appreciate your agreeing to be a work site supervisor.  If you have any problems or questions, please contact your Summer Employment contractor’s representative, ___________________________________________, at ____________________.
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Name of Work Site________________________________________________________

This is to certify that I have received, read, and understand the rules, regulations, and instructions contained in this orientation manual.

_______________________________________

________________

Work Site Supervisor’s Signature




Date

_______________________________________

________________
Contractor’s Representative’s Signature




Date

Since I will be supervising a Summer Youth Employment Program (SYEP) participant(s) who is (are) under the age of 18, I have also been oriented to and received a copy of the Child Labor Laws.

_____________________________________

_____________________

Work Site Supervisor’s Signature




Date

Names of Summer Employment Work Experience participants to be supervised:

_______________________________
_____________________________


_______________________________
_____________________________

_______________________________
_____________________________

_______________________________
_____________________________
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