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Work Experience Activity Supervisor Orientation

PURPQSE and DESCRIPTION

Career Seekers is funded under the federal Workforce Investment Act of 1998. The purpose of the Act is to provide activities
that increase employment, retention, earnings, and skills in the American workforce. We provide members with assistance
in achieving academic and employment success through skill-building activities, effective connections with employers, on-
going mentoring and support. Our members develop leadership skills, learn how to make good decisions, grow as citizens
and provide important services to the community.

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.

Trainees are assigned to training and work at a Training Site based upon their skills, abilities and needs for training. A
Training Site Agency Agreement must be in place prior to assignment of trainees. A Worksite Information form must also
be developed or each trainee, including a schedule and description of tasks, activities and requirements. Trainees are
authorized to work according to the approved schedule, and are paid by C.E.F.S. for authorized hours worked. C.E.F.S. also
provides workers compensation coverage for trainees while working.

TIME and ATTENDANCE

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 trainee and the supervisor or alternate, is necessary for a paycheck to be issued.

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

Trainees are expected to report to their supervisor when they first arrive at work and when they depart for a meal. Likewise,
they should report when they return from meal breaks and when they depart at the end of the day.

TIMESHEET and PAYROLL

A CEFS 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. Trainees
will be required to sign a receipt when they receive their check.

The CEFS Work Experience timesheet must be filled out IN BLACK INK in the following manner:

1. The date and time-in and time-out are to be entered on the timesheet by the supervisor or alternate.

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

3. Absenteeism and tardiness must be reflected on the timesheet by the supervisor or alternate.

4. The supervisor or alternate signs the timesheet in black ink at the end of the pay period and reviews the timesheet
with the trainee. The supervisor’s or alternate’s signature verifies the trainee’s daily work time.

5. The trainee signs the timesheet in black ink also. If a trainee or supervisor/alternate fails to sign the timesheet in

ink the paycheck will not be issued until the next pay period after all signatures are in place.

PAYROLL SCHEDULE

A payroll schedule will be provided in advance to each training site, noting pay period dates for timesheet pickup, and the
dates when checks will be mailed. CEFS will adhere to this schedule. Please allow for mail delivery when estimating when
paychecks will arrive.



GRIEVANCE PROCEDURE

All trainees working under WIA have the right to file a formal complaint if they have a grievance which cannot be resolved
to their satisfaction informally. As a worksite, you too have access to this procedure. A copy of the grievance procedure is
attached for you to read. The WIA Equal Employment Opportunity Affirmative action poster will be given to you to post
onsite as well.

PROCEDURES FOR HIRING

All trainees are enrolied in the Work Experience activity by C.E.F.S.. No organization has an inherent right to a trainee and
no trainee has an entitlement to a work experience assignment. C.E.F.S. assigns or removes trainees according to our
guidelines and best judgement and reserves the right to do so at any time.

TERMINATION

Although you may withdraw as a worksite for a given trainee at any time, only C.E.F.S. can terminate a trainee from the work
experience activity. If there are problems with a trainee or training assignment please contact your local C.E.F.S. staff as
soon as possible. Our staff will try to assist in resolving the problem. While a resolution is being discussed the training can
be suspended if necessary.

ACCIDENTS
In case of an accident or a complaint of a work related injury, you must notify your local C.E.F.S. staff immediately. Work
experience trainees are covered by C.E.F.S. on our workers compensation policy (not your worksite policy). Itis important

that all accidents occurring during work be reported as soon as possible to our central office.

SUPERVISOR RESPONSIBILITIES

Your agency has agreed to provide guidance and leadership to each trainee so that (s)he may learn and practice good work
habits and exhibit appropriate attitudes and behavior. A level of productivity appropriate to the trainee’s skills and abilities
should be required, and activities adequate to ensure that the trainee remains busy and productive at all times should be
scheduled. Adequate supervision must be provided at all times. It is your responsibility to provide safe, healthful working
conditions, free of alcohol and illicit drugs, and to provide equipment, tools, and supplies as required by the trainee to perform
assignments. You will also perform periodic evaluations on each trainee as required by C.E.F.S. Make these evaluations
meaningful by taking the time to go over your comments with the trainee.

You as a supervisor must provide a worksite orientation for each trainee the first day of work, covering all aspects of the work
description and schedule and any other site-specific requirements of your work place, especially safety precautions.

To protect trainees from injuries it is important that appropriate work clothes and shoes be required at all times. Protective
eyewear for trainees using mowers is one example.

If your worksite is one that requires outdoor tasks, please make contingency plans for trainees in the event of bad weather.
Your organization entered into a Training Site Agreement with C.E.F.S. which covers other requirements of the work
experience activity. Please review the agreement for further information.. For many trainees, the work you provide will be
their first experience “on the job.” Help us make it meaningful and positive! Thank you for your part in helping our trainees
learn about the world of work.

If you have questions or comments at any time, please call your local C.E.F.S. office at (217) 342-4149 extension 227.

“The future’s so bright, we gotta wear shades!”
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Work Experience Site Agency Agreement

As a condition of its selection to be a work experience training site under the C.E.F.S. Workforce Investment Act
Youth Program, (hereinafter called the Agency) enters
into this non-financial agreement with C.E.F.S. Economic Opportunity Corporation and agrees to its terms.

Work experience is a short-term assignment with a private not-for-profit or public sector employer for a youth who
needs assistance in becoming accustomed to basic work requirements. Itis designed to promote the development
of good work habits and basic work skills in youth who have never worked or who have been out of the labor force
for an extended period of time.

The Agency agrees to cooperate with C.E.F.S. in the development of a training and worksite information form for
each Career Seekers Member assigned to the Agency. This form will include basic information about the training
site, a description of the work to be performed and an identification of a supervisor and alternate. The Agency
agrees to adhere to the work experience schedule and description provided for each Member, and to provide
C.E.F.S. written advance notice of any change in schedule, activities, supervisor or other significant change
relevant to the work experience assignment.

The Agency agrees to provide guidance and leadership to each Member so that (s)he may learn and practice good
work habits and exhibit appropriate attitudes and behavior. A level of productivity appropriate to the Member’s
skills and abilities should be required, and activities adequate to ensure that the Member remains busy and
productive at all times should be scheduled. Adequate supervision will be provided by the Agency at all times.
The Agency further agrees to provide safe, healthful working conditions, free of alcohol and illicit drugs, and to
provide equipment, tools, and supplies as required by the Member to perform assignments. The Agency will
provide an orientation to each Member on the first day of work, covering all aspects of the work description and
schedule and any other site-specific requirements. The Agency agrees to perform evaluations on each Member
as required by C.E.F.S.

The Agency agrees to ensure that each Member’s time sheet is completed correctly in a timely manner and that
it accurately reflects the number of hours to be compensated. Further, the Agency agrees to compensate
Members for all time worked which was not expressly authorized by C.E.F.S.

The Agency agrees to allow C.E.F.S. staff to meet on site with Members and supervisors/alternates on a regular
basis as needed to ensure a high quality work experience for each Member. The Agency also agrees to provide
access to records, staff, and other materials or persons necessary to assure quality and compliance with W.l.A.
requirements by C.E.F.S., its officers, employees or agents, by U.S.D.O.L., I.D.E.S. or L.W.A. 23 officials, and
by other individuals authorized under the Workforce Investment Act.

The Agency agrees not to accept for assignment to the site, any individual, if a member of that individual's
immediate family (i.e., wife, husband, son, daughter, mother, father, brother, brother-in-law, sister, sister-in-law,
son-in-law, daughter-in-law, mother-in-law, father-in-law, aunt, uncle, niece, nephew, stepparent or stepchild)
serves as an officer, administrator or supervisor for the Agency.

The Agency agrees to maintain records and furnish reports or information to C.E.F.S. as required and on a timely
basis.

The Agency agrees to report all on-the-job accidents immediately by calling the C.E.F.S. Career Seekers office
and to provide all requested information and follow-up.



The Agency will not displace or replace existing employees with Career Seekers Members by reducing hours or
benefits, laying off or allowing a member to perform the work of a person on layoff. The Agency will not impair
existing contracts for service or substitute federal funds for other funds in connection with work that would
otherwise be performed.

The Agency will not discriminate against any program member or applicant on the basis of race, color, religion,
gender, marital status, national origin or ancestry, age, physical or mental disability, unfavorable discharge from
military service, political affiliation, association or other factor unrelated to ability as prohibited by law.

The Agency will not assign Members to partisan or non-partisan political activities, sectarian activities, or activities
which promote or oppose unionization.

The Agency signatory certifies that the Agency is a non-profit, non-partisan organization that is either a public
agency or a private not-for-profit organization.

The Agency will observe all other policies, procedures and practices established by C.E.F.S. in it's role as
Workforce Investment Act Title | Youth Program Provider for L.W.A. 23.

C.E.F.S. agrees to provide orientation concerning the work experience activity and all applicable policies,
procedures and practices to supervisors, alternates and Members. C.E.F.S. will provide payment of wages in the
amount of the current federal minimum wage to each Member for hours authorized by C.E.F.S., worked by the
Member and properly documented by the Member and the Agency. C.E.F.S. will adhere to its payroll schedule
as provided in advance. C.E.F.S. will provide workers compensation coverage to Members during authorized
hours working at the Agency. C.E.F.S. agrees to coordinate the overall training effort for each Member, and to
work with supervisors, alternates and Members to resolve any questions or problems brought to the attention of
C.E.F.S. staff. C.E.F.S. reserves the right to assign/reassign Members or to remove any or all Members from any
Agency at any time according to the needs of the Member, the needs of the community and the rules, regulations
and management policies or decisions governing the C.E.F.S. Career Seekers program.

Agency Name Authorized Agency Signature

Telephone Date

Address (Street or P. O. Box)

City Signature for C.E.F.S.

State, Zip Date
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