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INTRODUCTION

Welcome to the Summer STEPS Program!  By participating in this program you will have the opportunity to help your community, learn new work skills, experience the world of employment, make new friends, and, last but not least, earn some money. This manual will tell you many things you will need to know about the program, including the rules and pay procedures.  Make sure that you read it and keep it as a reference to be used during your work experience.

WHAT IS Summer STEPS?
The purpose of the Summer STEPS Program is to give young people age 18 to 24 the chance to work and gain useful skills. The program is funded with TANF dollars through MDES under the guidance of the planning & development districts and local workforce areas.  The goals of the Summer STEPS are:

1. Provide you with employability skills training, which means you will learn work habits, skills, and attitudes sought by 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 your work.
3. Provide our local communities with needed services that can be performed by young adults who participate in the Summer STEPS Program.

YOU AND YOUR JOB

The purpose of this program is to provide you with the tools you need to build your resume for future employment opportunities 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).  The following are examples of Work Maturity and Job Specific skills:

	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

· Answering the telephone

· Picking up trash

· Data entry


We will try to match your request for a particular kind of job or job site, depending on the types of jobs available.  If we cannot match you to 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 is unduly hard on your, and this hardship would not exist on another job.  If you have a problem with your job placement, contact your Summer STEPS Provider and talk with him/her about it.

Summer STEPS Provider:________________________________________ Phone Number: __________________

YOU AND YOUR WORKSITE SUPERVISOR

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 a better job if he or she is aware of your problems. If you have any problems or questions with the performance of your job, let your supervisor know right away so the problems can be worked out quickly and easily.

Work Site Supervisor’s Name: ____________________________________ Phone Number: ___________________

PARTICIPANT INFORMATION

WORK RULES

Dates:
Your work dates will be determined by your Summer STEPS provider in coordination with the worksite supervisor.

Hours:
You will be advised of the number of hours that you may work per week.  You will be paid for only those hours that you are actually on the job.  You may work up to 320 hours during your participation on the Summer STEPS program.
Absences:
You must notify your supervisor before your regular starting time if you will be absent or late.  Repeated, unexcused absences and/or tardiness may be reason for termination from the work program.  You will not be paid for leave or absences.

Pay:
Participants shall be paid $8.00 per hour.  Each pay period, Social Security will be taken out of your check.  The amount taken out for Social Security is matched by the youth provider and will be 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. Please do not discuss your pay with your fellow employees.
Time Sheets:
You and your supervisor are responsible for keeping your time sheets. These are filled out daily and submitted every two weeks by your supervisor to the youth provider. 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. Both you and the worksite supervisor must sign time sheets in ink.  If time sheets are completed incorrectly or late, your paycheck may be late.  Any problems with your pay must be reported immediately to the Summer STEPS Provider.
Rules:
Your supervisor will assign your 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 your Summer STEPS Provider and the worksite to which you are assigned.  Supervisors will have the set of rules and regulations which govern conduct at the assigned worksite.  Remember that breaking the rules, poor attendance, or a poor attitude can result in your termination from the Summer STEPS Program.

Problems:
Any problems which arise at the worksite should be discussed by you and your supervisor.  If the problem cannot be resolved, the supervisor must refer the problem to the Summer STEPS Provider at once.  

Transfers:
If you want a transfer to a different worksite, you should notify your Summer STEPS Provider and give specific reasons for requesting a transfer.  You may consult with your supervisor regarding the transfer.  No worksite may transfer any participant in the program.  Only the Summer STEPS Provider can approve such a request.

Accidents:
If you are injured while at work, notify your worksite supervisor at once.  If your injury requires medical attention, have the supervisor call 911 and notify your Summer STEPS Provider.
Worker's
You are covered under Worker's Compensation.  If an accident should occur during working 
Compensation:
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.

Rights:

No person in the Summer STEPS 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 that you have been treated unfairly, you have the right to change
Procedures:
the situation.  In order to do this, it is necessary that you make every attempt to resolve the situation with your worksite supervisor.  Please refer to the Complaint and Grievance procedure form that was provided to you by your Summer STEPS Provider.  You will need to provide the following information in writing:


1.
The specific nature of the complaint,

2.
The date the event happened,

3.
The names of the persons or the organizations involved,

4.
Your name and address, and


5.
The date that you filed your complaint. 
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I certify that this manual has been discussed with me and I understand what is expected of me during the Summer STEPS Program.
________________________________________
_________________________

Participant Signature




Date

________________________________________
_________________________

Summer STEPS Representative







Date






