DELTA WORKFORCE INVESTMENT AREA

SUMMER EMPLOYMENT PROGRAM TIPS

At least 30% of your funds must be spent on out of school youth.
Worksite Agreements 
Worksite agreements must be signed by the owner of the business.  For a chain store, the local manager must sign the worksite agreement.  For a city department, the mayor/department head must sign. For a school, the superintendent/principal must sign.  Make sure the mayors and superintendents are familiar with the program.
Worksite Supervisor’s Orientation Manual

Every person who might supervise the participants must go over and sign a worksite supervisor’s orientation manual.  This should also be whoever would be in charge in the absence of the assigned worksite supervisor.

A participant who is 18 or above is not subject to the Child Labor Laws.

A participant under the age of 18 is subject to the Child Labor Laws.  You, the worksite supervisors, the evaluators, and the participants must be aware of what they can and cannot do.

You would not be wise to place a 16 or 17 year old youth at a construction site, with a roofer, at a place that might slice meat, put paper in a compactor, with a road crew, or with a place that would involve them driving or operating, repairing, oiling machinery.
Applications
Applications must be complete.
Applications must have no liquid paper on them.

If information is deleted or crossed/marked out, have a new one completed.

If the applicant is under the age of 18, the application must be signed by both the applicant and the parent/guardian. The hand writing must not match.
Pretest
You must pretest each eligible applicant.  

There is no pretest/posttest summary.
If the applicant misses 5 or more answers, he/she is eligible.

If the applicant has never worked or been fired from a job, he/she is automatically eligible.

If the applicant says he/she has worked, and it was DWIA work experience, TANF/Food Stamps work experience, or working-off-a-fine work experience, it doesn’t count.

If the applicant does not put where he/she worked, whom they turned the resume’ in to or whom they turned their application in to, the answer is wrong.

You must go over the test with the applicant.  Both the administrator and the applicant must sign and date the test.

Before school is out, pretest the out of school and all applicants who are already out of school, do their intake and status, orientation, ISS (go over it and both sign it) and send for interviews/give them their work assignments and starting date.  Then you will have that many ready for work when the program begins.
Enrollment

Veterans, spouses of veterans, and children of veterans who are low income have first priority.

Those receiving TANF, Food Stamps and SSI and are low income are second priority.

Priority should be given to 19-24 year old youth who have never worked.

Do not enroll anyone who is currently working.

Do not enroll anyone you are currently serving---they would have to be 

followed up and meet all performance measures.

You may serve youth who have completed follow-up, but only after those who have never had an opportunity to be in the program.

The 5% window is in effect.  You must have Kira’s permission to serve someone over the income criteria.

ISS

An ISS must be completed on each participant.

The ISS must be signed and completed before the participant goes to work.

All statements must be answered.

Worksite evaluations may be attached for case notes. Case notes should be made between evaluations and any further discussions with the participants about their evaluations/behavior.

Work Experience Participant Orientation Manual
Read aloud to the participants.
Be sure to give each participant a job description.  You can print the tasks from the O’NET job descriptions.  Be sure to add in the work experience orientation manual the words “perform any other tasks/duties as assigned by the work site supervisor”.
Work Experience
Summer employment will be from May 1, 2009 through September 30, 2009.
No participant may work at an aquarium, casino or other gambling establishment, zoo, golf course, or swimming pool.  A participant cannot work at anything associated with a casino, swimming pool or any of the other places.  For example, a participant cannot work at a concession stand associated with a swimming pool or golf course.
Ask private employers if they want you to send them participants, do they have someone in mind who would meet the eligibility requirements, or would they like to interview several participants.

You cannot place participants at work sites that have experienced lay offs or who lay someone off during the work experience period or at a worksite owned by a family member.

Work experience will be no more than 7 hours/day (35 hours per week) for 7 weeks. 

If you have unspent money, 19 through 24 year old youth may continue working with the permission of DWIA staff until March 31, 2009.  If you give those who continue working  any other of the WIA 10 required elements (including supportive services) besides work experience after September 30, you will have to subject them to the common performance measures  (70% placement in employment/education, 52% attainment of a degree/certificate, 48% literacy/numeracy gain) and complete a year of follow-up services.

You may pay work site supervisors for “green” projects (neighborhood/community garden, park and public facility restoration, beautification projects, habitat for humanity project, energy efficient home retrofitting, weatherization, county/local road/bridge projects).
Work Site Evaluations
Each area must have a work site evaluator.  Evaluations on each participant should be turned in to the project director with the time sheets every two weeks. The purpose is to give the participant guidance and to halt any problems that may be arising.
The work site supervisor should complete an evaluation on each participant after one week of work experience, after 3-4 weeks of work experience (if follow-up for a poor evaluation was not needed), and the final evaluation at the end of the program.  

The final evaluation is the posttest.

The evaluator must be a person who can counsel the participants, talk with the worksite supervisors, is an excellent observer, and can help the participant become a very good potential employee.

The evaluator should not bother the worksite supervisor with questions whose answers can be found on the sign in sheets or time sheets.  

The participants should complete their evaluations after 2 weeks and at the end of the program.

