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PROGRAM DESCRIPTION


 Welcome to the Youth/Young Adult Work-Based Learning Program! As a program participant, opportunities will be available for you to gain meaningful work-based learning that will help you develop good work habits and job skills. This handbook was prepared to give you important information about your Work-Based Learning Program.  Keep it in a convenient place for your reference.   

You are now on your way to achieving your career goals - you are beginning the Work-Based Learning Program and this will be an exciting time to explore your capabilities in the world-of-work.  

The Alabama Workforce Investment Area (AWIA) is working with youth and young adults, ages 18 through 24, who can participate in various programs that provide opportunities to develop the skills and abilities to succeed in the current (and future) labor markets. You will have the opportunity to become self-sufficient and a productive member of the workforce.


PROGRAM OPERATIONS

The program will operate for the equivalent of 13 weeks, 30 hours per week for a maximum of 390 hours. Each participant will be assigned to a worksite supervisor. Your supervisor will tell you the exact time you are to report to and end work each day. You will only be paid for the actual hours you work. You will not be paid for days missed due to sickness, holidays, or for your lunch break. Your job needs you as much as you need it.

Alabama Workforce Investment Area (AWIA) Youth/Young Adult Work-Based Learning Program:

	1. 	Provides you with a valuable work-based learning and exposure to career possibilities in either the non-profit or for-profit setting.
	2. 	Helps you to develop positive work habits and attitudes.
	3.	Encourages you to continue your educational growth and gain familiarity with the requirements of different jobs.
4. Pays you a minimum hourly wage that will assist in your personal and family needs.  AWIA has contracted with the Family Guidance Center of Alabama to process the Work-Based Learning participant payroll.  All participants of the Work-Based Learning Program will be paid by the Family Guidance Center of Alabama.



WORK-BASED LEARNING JOBS

There are many different jobs in the Work-Based Learning Program and many different organizations providing valuable work-based learning. These organizations and agencies are called Worksites. Work-Based Learning opportunities include community groups, non-profit organizations, and government agencies; there are also opportunities to intern at for-profit worksites. We have tried to take your interests and abilities into account when assigning you to your job. We cannot always guarantee a perfect match, but every job is useful. Your willingness to do the job assigned and to accept supervision is important to the success of the program.

The Career Center has assigned a Career Center staff member to your worksite to provide counseling and help you and your Worksite Supervisor.  Your Worksite Supervisor is responsible for you during the work day. The Worksite Supervisor will provide on-the-job training and supervision by assigning individual tasks and duties, creating a supportive environment, and meeting with you regularly to discuss your progress and future plans.

PARTICIPANT RESPONSIBILITIES

You will be evaluated on the basis of your behavior and work performance. The
Work-Based Learning Participant Evaluation Form will be used to measure your success in your job to help determine the skills you need to enhance to reach your career goals. Listed below are tips for you to consider:

	• 	Dress as required by your worksite and your job duties.
	• 	Attend meetings scheduled by your Worksite Supervisor and the Career Center.
	• 	Let your Worksite Supervisor know of problems you may be experiencing.
	• 	Follow rules about smoking, lunch hours, personal telephone calls, breaks, safety, etc. established by your worksite.

Listed below are the Work-Based Learning Competencies you will be evaluated on during your work-based learning:

• BASIC WORK SKILLS

	Follows Verbal Instructions
	Follows Written Instructions
	Follows Safety Procedures
	Asks Questions
	Maintains Clean Work Area


• WORK MATURITY SKILLS

	Being Consistently Punctual
	Maintaining Regular Attendance
	Presents a Neat Appearance
	Gets Along and Works Well with Others
	Exhibits Good Conduct
	Completes Tasks
	Accepts Constructive Criticism
	Shows Initiative /Reliability
	Assumes Responsibility

 
GENERAL WORKSITE RULES

You must observe all rules at your worksite. Anyone failing to observe these rules may be terminated from the program.

	1. 	Attendance- be on the job every day unless you are sick. If you are ill, you must call your Worksite Supervisor to explain your absence before the regular work time begins. You will not be paid for any days or time missed from work nor will you be able to
		make up days later.

	2. 	Attitude - be interested and eager to complete any job related
		duty.  Refusing to do assigned tasks may result in your dismissal
		from the worksite.

3. Punctuality- report to the job at the correct time each day.
	Telephone when emergencies make it necessary to be late
	and tell your Worksite Supervisor your expected arrival time.
	You will not be paid for the amount of time missed.

	4. 	Worksite – supplies or equipment used at your worksite should be treated properly with respect and care. Damaging or destroying worksite	supplies or equipment may result in your termination.

PAYROLL INFORMATION

TIMESHEETS

The Career Center will deliver and pick up your timesheet weekly. You may not begin work unless your timesheet is at your worksite. You and your Worksite Supervisor will complete your timesheet; filling in the number of hours worked each day.  Review this information carefully. You should sign your timesheet at the end of your work week. No one may sign your timesheet for you!!! This is grounds for termination. Your worksite supervisor will verify the hours you worked by signing his/her name on your timesheet. You will not be paid unless the timesheet is signed by you and your worksite supervisor.

SIGN-IN/OUT SHEETS 

A Sign-In/Out Sheet is available for your daily use. You must indicate the time you report for work, to and from lunch, and the time you leave at the end of the day. The Career Center will collect these sheets on the day that timesheets are picked up.

PARTICIPANT PAYMENT 

You are paid for the time you actually work. You work up to 30 hours per week, for the equivalent of thirteen weeks, for a maximum of 390 hours.  You are not paid for your lunch period, sick days, holidays and vacation days.  There are no funds available to receive overtime.  Pay deductions will be made for time lost due to lateness and absences.  You will be paid $7.25 an hour.

You will be given a Family Guidance Center employee packet that includes tax forms, In Case of Emergency Forms, and other required forms for Work-Based Learning.  You will be able to choose from two payment options:  Direct Deposit or Check.  For Direct Deposit, you must have checking or savings account and provide the account number and routing number to your Career Center Case Manager who will send it to the Family Guidance Center of Alabama.  If the Check option is chosen, weekly checks will be mailed to your address and should be received on Friday.

TIPS TO RETAIN YOUR JOB

Keeping a job requires more than the ability to do it well. It means dealing with such difficulties as getting to the job, boredom with the work and problems with either co-workers or your supervisor. Stay with the job and try to resolve any problems. By concentrating on your own performance and developing good work habits, you can avoid all of these problems and gain personal satisfaction from your work.


Some tips for you to consider:

1. Show up every day.  Your job needs you--just as much as you need
your job.  If you do not show up, someone else has to do your work. This could affect the entire project. If you are sick, call your workplace supervisor as soon as you are sure you will be absent.

	2. 	Come to work on time.   Being on time means starting to work on time.   If you know you will be late, contact your supervisor.   

	3. 	Find out how you are doing. If your supervisor does not meet with 			you regularly to evaluate your progress, you should ask the assigned
worksite staff members how you are doing at least once a week. Find out what tasks your supervisor thinks you do well, what things need to be done better, and what areas need improvement. Do not be afraid of criticism. Constructive criticism is meant to help you improve your work skills.

	4.	Listen and ask questions.  Be sure that you know what your duties are and 	how to do them correctly. When you are being trained or given instructions, listen very carefully and ask as many questions as you want. Be sure you understand how to do the task before you start. Repeat the instructions back to your supervisor.

	5. 	Keep busy.  If you find you have run out of work to do, look 				around to see what still needs to be done. If you do not see anything, 		go to your supervisor and ask.

 	6. 	Do your best.   Always do your best. You may be able to perform a task faster than a co-worker or you may be slower; everyone is different and works at their own pace.  Just make sure you perform the job to the best of your ability.  

	7. 	Take care of your personal appearance.  Be neat and clean. Wear 			clothes that are right for the job.

	8. 	Have a good attitude.  Make a real effort to enjoy the work you are doing and to get along well with other workers and your supervisor.




SUPPORT SERVICES

As a Work-Based Learning participant, counseling and other support services are available to you. Ask your Worksite Supervisor where you should go for help with personal issues or work related problems.





GRIEVANCE PROCEDURES

Grievance concerns a violation of your rights and privileges as a Work-Based Learning Program participant. If you feel you have a grievance, try to work it out with your Worksite Supervisor.  If you and your Worksite Supervisor cannot resolve the problem, contact the Career Center or call the Alabama Workforce Investment Area at (334) 242-5300.  



GROUNDS FOR TERMINATION

Termination from the Youth Work-Based Learning Program will occur when you are consistently:

	􀂁 	Late
	􀂁 	Absent From Work
	􀂁 	Failing To Do Your Job or Follow Instructions
	􀂁 	Dishonest
	􀂁 	Disrespectful

Grounds for First Offense Termination

	􀂁 	Falsify Information on Timesheet or other Forms
	􀂁 	Endanger the Lives of Your Co-Workers
	􀂁 	Steal Or Receive Stolen Property While on the Job Or
		During Counseling Sessions
	􀂁 	Use, Sell, or Receive Any Form of Narcotics, Drugs, Or
		Alcoholic Beverage While on the Job or During 						Counseling Sessions
	􀂁 	Threaten Your Worksite Supervisor, Counselor, or Fellow Employees
	􀂁 	Sign another Person’s Sign In/Out Sheet and Timesheet

	
SAFETY PROGRAM

IF YOU ARE INJURED ON THE JOB, TELL YOUR WORKSITE SUPERVISOR IMMEDIATELY!!!  

Worksite Supervisors have been given written instructions on how to handle the situation and the forms that need to be completed if this situation occurs on their job site.
 
***Remember, you must have a "Return to Work" notice before you can return to work after having an accident and having been referred for medical treatment. You may pick up these forms from your Worksite Supervisor.  Workers compensation will not cover missing time from work due to injury since you are a part of the Work-Based Learning Program.  It is our policy that accident prevention be considered of primary importance in all phases of operation and administration. It is the intention of the program to provide safe and healthy working conditions and to establish and insist upon safe practices at all times by all participant(s). Each participant has certain responsibilities to ensure safety on the job. These responsibilities include:

	1. 	Knowing your job and always following safe work procedures.
	2. 	Recognizing the hazards of the job and taking precautions to ensure
		the safety of yourself and others.
	3. 	Actively participating and cooperating in the overall safety program of the worksite.
	4. 	Using any personal protective equipment provided.
	5. 	Complying with all safety instructions from worksite supervisors.
	6. 	Obeying all health and safety standards, warnings, and signs.
	7. 	Using the worksite first aid facilities, when available and practical.
The Work-Based Learning code of safe practices is general in nature and includes many types of activities such as:

			a. 	All participants will follow safety rules, help other participant(s) 					maintain safe work conditions and report all unsafe conditions
and/or practices to their Worksite Supervisor and Career     Center.
			b. 	The program insists that participant(s) observe and obey every     rule, regulation and instruction necessary to achieve safe work conditions.
			c. 	Anyone known to be under the influence of alcohol, drugs and/or illegal or controlled substances will not be allowed on the job while in that condition.
			d. 	No participant will knowingly be permitted or required to work 					while their ability or alertness is impaired by illness or other
causes that might unnecessarily expose that individual or others to injury.
e. Participants should be alert to see that all machine guards and
	other protective devices are in place and properly adjusted. They will report all deficiencies promptly to the worksite supervisor.
f. 	Approved safety shoes are worn in specified work areas.
g. 	Horsing around, practical jokes, scuffling and other acts, which tend to endanger the safety and well-being of coworkers or other participant(s), is prohibited.
h. Work will be supervised to prevent injuries when working with equipment and when handling heavy materials. Whenever lifting objects, participants should use proper lifting techniques.
i. Participant(s) will not handle or tamper with any electrical equipment, air or water lines, or machinery in a manner not within the scope of their duties, unless they have received instructions from their worksite supervisor.

The Youth/Youth Adult Work-Based Learning Program is sincere in its desire to conduct all of its operations in the safest manner possible. Your compliance with the General Safety Rules listed below will assist in accomplishing this objective. These rules are the minimum guidelines for working safely. Your continued awareness and cooperation is a vital part of your job.
It is your duty to comply with these accepted safety standards.

1.  	Wear safe work attire

	Shoes - Wear appropriate hard sole shoes. No open-toed shoes are 	permitted at 	anytime. Canvas or nylon sport-type shoes cannot be worn 	on any industrial assignment.

	Clothes - Do not wear ill-fitting or baggy clothes around moving 
           machinery.  Loose ribbons or dangling jewelry are a safety hazard and	must not be worn while working.   

	Hair - Long hair must be kept behind the neck and shoulders to prevent 	entanglement with the machinery.

2. 	Remove finger rings before working around moving machinery or 	electrical equipment and while handling heavy objects.

3. 	If you are involved in any accident that results in personal injury, get First Aid promptly, alert your worksite supervisor who will call the Career Center and Family Guidance Center offices immediately to report the accident. Have your parents also call the Work-Based Learning office to make sure the accident has been reported. (NO LATER THAN 24-HOURS AFTER OCCURRENCE)

4. 	Obey all worksite rules, governmental regulations, signs, markings, and 	instructions. Be particularly familiar with those that apply directly to you.
	IF YOU DON'T KNOW - ASK!

5. 	When lifting, use approved lifting techniques (i.e. bend your knees, grasp
	the load firmly and then raise the load keeping your back as straight as
	possible.) Straightening your legs does the lifting.

6. 	Do not become involved in horseplay. Horseplay and Practical Jokes
	frequently cause serious injury, and they are not permitted on the job.

7. 	Do not distract or startle fellow workers while they are working.

8. 	Avoid unnecessary talking, shouting, or other loud noises that may take
	the attention of other employees away from their work and create a safety 	hazard to you and others.

9. 	Always use the right tools and equipment for the job. Use them safely and
	only when authorized.

10. 	Do not run in the worksite's building or across the worksite's outside 	property.

11. 	Do not stand on chairs, tables, or desks to obtain articles that may be out of reach.

12. 	Keep desk and file cabinet drawers closed when not in use to avoid 	tripping or striking.

The Work-Based Learning safety program is for your benefit. It is provided to help you work safely at assignments. Be sure to read your manual carefully. You will be asked to sign a certification form indicating that you have received your manual and that you understand the information it provides. This form should be returned to your Worksite Supervisor and the Career Center will keep it on file.

REMEMBER, SAFETY IS EVERYBODY'S BUSINESS –
MAKE IT YOURS!!!




















FOR YOUR INFORMATION AND RECORDS

The following information pertains to your work-based learning job. Please complete for future references.

Name:________________________________________________________________________________

Address:______________________________________________________________________________

City: State: _______________________________________State________ Zip Code: _______________

Phone No______________________________ Social Security Number___________________________

Worksite Name:________________________________________________________________________

Address: Home Phone #:________________________________________________________________

Emergency Phone #: ___________________________________________________________________

Worksite Supervisor's Name: ____________________________________________________________

Date of Employment: Start Date: _____________________ End Date: ____________

Job Assignment: ______________________________________________________________________________________

Duties/Skills Required: __________________________________________________________________

______________________________________________________________________________________

Work Schedule: Start Time: End Time: ______________________

Career Center Staff Member Name and Phone #:_____________________________________________

Worksite Supervisor’s Name and Phone #: _________________________________________________





YOUTH/YOUNG ADULT WORK-BASED LEARNING PROGRAM
PARTICIPANT HANDBOOK

CERTIFICATION FORM

I certify that I have received the Work-Based Learning Program Participant Manual which contains Safety Guidelines for participants. These have been reviewed with me and I understand and will be guided by them throughout my program participation.  I understand that violating these rules could endanger others or me.  In case I am injured while in the course of my work, I will report the injury to my worksite supervisor at once and to the Career Center (within 24 hours).  I further understand that the sale or use of drugs and/or intoxicating beverages while participating in the Work-Based Learning Program is strictly prohibited. I understand that I may be checked for drugs and/or alcohol if I am injured and go to a medical facility for treatment.

My signature certifies that I have received and understand these Safety Instructions and agree to abide by them.

Participant's Name (Print):__________________________________________

Participant’s Signature:____________________________________________

Date:____________________________

Witness' or Parent's (if under 19) Signature: _______________Date:__________

THESE RULES WERE PROVIDED TO AND REVIEWED WITH:

(Participant's Name) He/she declined to sign this certificate:

________________________________________________________________

Career Center Staff Person: _________________________Date:____________


This Form Needs To Be Retained In The Work-Based Learning Participant’s File
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