Career Seekers

a project of C.E.F.S. Economic Opportunity Corporation
sponsored by the Crossroads Workforce Investment Board

Work Experience Activity Orientation

PURPOSE and DESCRIPTION

Work Experience is a short-term or part-time assignment with a public or private nonprofit agency for a trainee
who needs assistance in becoming accustomed to basic work requirements. It is designed to promote the
development of good work habits and basic work skills for individuals who have never worked or who have been
out of the labor force for an extended period of time.

Members are assigned to a Work Experience Site based upon their skills, abilities and needs for training.
Members are authorized to work according to the approved schedule, and are paid by C.E.F.S. for authorized
hours worked. You may be scheduled for a maximum of 40 hours per week and will receive $5.15 per hour.

SIGN-IN/SIGN-OUT SHEET and ATTENDANCE

The Sign-In/Sign-Out sheet keeps track of when you come to work and when you leave each day. It must be filled
out every day in black ink. When you come to work, write down the date and the time you start to work. When you
leave for lunch, write down the time, and when you come back from lunch, write down the time. Finally, at the end
of the day, write down the time you finish working and sign your name for that day.

Always report to your supervisor when you come to work and also when you leave for any reason (including lunch
and at the end of the day).

You will be expected to work all of your scheduled days, and to be on time. If you are sick and can’t work that day
or have an emergency and can't avoid being late, it's important to call your supervisor by the time you are
scheduled to check in.

Your supervisor's name is . Telephone

TIMESHEET and PAYROLL

Payroll will be on a semi-monthly basis (twice a month). The pay periods will end on the 15" and the last day of
the month. A time sheet completed and signed by the member and the supervisor or alternate, is necessary for
a paycheck to be issued. Unsigned timesheets, inaccurate timesheets or late timesheets may cause a delay in
you being paid.

Members can work only hours authorized. The work day will be exclusive of any meal period.
Members will be paid only for time worked. There is no holiday or sick pay.

A C.E.F.S. staff member will pick up the completed timesheets the first work day following the end of the pay
period.

Payroll checks will be mailed to the training site approximately twelve (12) days after the end of the pay period.
You will be required to sign a receipt when you receive your check.

The C.E.F.S. Work Experience timesheet must be filled out IN BLACK INK in the following manner:
. The date and time-in and time-out are to be entered on the timesheet by the supervisor or alternate.

. The complete worksite name, address, and supervisor’s or alternate’s signature must be completed on
timesheet in order for the member to be paid.






