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Worksite Request Form 
INTRODUCTION

The Southern Illinois Workforce Investment Board (SIWIB) is launching Summer Works 2009 to provide youth an opportunity to work in structured environments such as healthcare centers, schools, libraries, recreational facilities, and with private sector employers representing high growth industries. These experiences will promote the youths’ understanding of work ethics and employer expectations.  Man-Tra-Con Corporation will administer the program and will be the employer of record for all eligible youth. Wages and Workers’ Compensation Insurance will be paid by Man-Tra-Con Corporation through the American Recovery and Reinvestment Act of 2009 fund allocations.

Summer Works 2009 provides a vehicle to develop strategies for post-secondary opportunities, linkages between academic and occupational learning, and connections to the local job market for youth. The ideal summer work experience will help youth make the connection between education and tangible workplace skills. Man-Tra-Con Corporation is seeking worksite applications for the Summer Works experience that offer youth quality work-based learning activities that can lead to continued academic and employment readiness, as well as incorporate sound youth development strategies and work readiness skills. Youth development focuses on a young person’s assets; communicates high expectations; provides opportunities for leadership; encourages a sense of personal identity; broadens a young person’s perspective; provides safe surroundings; and connects with caring adults. 

A Youth Specialist will be assigned to each eligible worksite and will serve as the liaison between the employer’s onsite supervisor and the youth that are placed for the summer work experience. A background check may be required for those worksite supervisors who will oversee youth under the age of 18. In these instances, any fees for the background check will be paid by Man-Tra-Con Corporation. 

Summer Works 2009 worksites will be selected based on the criteria listed below:

· Exposing participants to careers in private sector high growth industries and “green jobs”

· Willingness and capacity of the worksite to integrate workplace learning into the tasks each youth carries out as part of his/her job

· Variety of tasks, duties, and skills to be performed

· Close supervision of the youth at the worksite providing consistent support and helpful feedback on their performance and growth

· Willingness to complete all required documents

The Summer Works experience is not intended to impact current employees and should not impair existing contracts for services or collective bargaining agreements. The youth participants should not be used to perform or replace the work of employees who have experienced layoffs. The purpose of the Summer Works experience is to increase work readiness skills of participants, not to impact the profit margin of a for-profit company. The documents contained in this worksite request form will become part of the worksite agreement.

GENERAL INFORMATION

Contained in this document is the worksite application request form for Summer Works 2009. A request form must be completed for each work experience opportunity that your agency or organization will provide for the youth participants.

Upon approval of your worksite request form, Man-Tra-Con Corporation will assign youth to your location. Every effort will be made to match youth participants that possess areas of interest to coincide with those of your organization. 

Assistance in Preparing Application

If you have any questions or require assistance in preparing your request, please contact the Summer Works Coordinator at (618) 998-0970, extension 212, or by email at dorothyporter@mantracon.org. 

When and Where to Submit Completed Forms

Send completed applications to:

Dorothy Porter

Man-Tra-Con Corporation

3000 West DeYoung Street, Suite 800-B

Marion, Illinois 62959

Fax: 618-998-1291

All applications are subject to approval. All selected worksites will be required to attend an orientation prior to placement of youth at your facility; each worksite will be notified in advance of this scheduled date.

Please submit worksite application requests as soon as possible. Requests received will be considered based on available youth participants. 

Please respond to each section of the application. Incomplete applications will not be considered as a potential worksite.

SUMMER WORKS 2009

WORK EXPERIENCE TRAINING SITE REQUEST FORM

Please complete for each different type of position.

Organization:      _______________________________________________________________
Please indicate whether this organization is a public   FORMCHECKBOX 

or a private   FORMCHECKBOX 
 
entity.  

Address:       _______________________________________________________________

City:
     ________________________ State:       Zip:       _________

Phone:      _________________ FAX:      ___________________________


Email:      _________________________________________________________

Worksite address (if different from above):      _______________________________________________________________

Worksite Phone   (if different from above):      _______________________________________________________________

Training Site Supervisor:      _______________________________________________________________

Backup Supervisor:      _______________________________________________________________
Chief Adm. Officer:      _______________________________________________________________

Contact Person:     _________________________________________________
Each worksite supervisor must participate in a mandatory orientation session before youth will be placed at their location.  Please specify if a week day, a week night, or a Saturday session would best fit your schedule. 


     _______________________________________________________________
I.  
TRAINING OUTLINE 

Job Title:       ___________________________
Number of openings:       
Please list the major duties of this position in order of importance:

1.      _________________________________________________________
2.      _________________________________________________________

3.      _________________________________________________________

4.      _________________________________________________________

5.      _________________________________________________________

6.      _________________________________________________________

List any special restrictions for this position:      _______________________________________________________________
Please indicate if this position has any age requirements by selecting one of the following: 


This position requires applicant to be 18 years of age or older.    FORMCHECKBOX 

This position allows applicant to be at least age 16 or over.
       FORMCHECKBOX 

Are there any special tools or clothing required for the position?  Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If yes, please list: 


     _______________________________________________________________

Will the youth be required to provide the above, or will they be furnished by the worksite?  

     _______________________________________________________________

How will this project benefit your community or agency?  

      _______________________________________________________________

If outdoor work is involved, describe your inclement weather plans, such as a high heat index situation:

     _______________________________________________________________

Can your worksite accommodate individuals with disabilities?    Yes
   FORMCHECKBOX 
      No   FORMCHECKBOX 

II. TRAINEE SCHEDULE

Start date:     ____________  End date:       ______________
	
	Mon
	tues
	wed
	thur
	fri
	sat
	sun

	Starting time
	     
	     
	     
	     
	     
	     
	     

	Quitting time
	     
	     
	     
	     
	     
	     
	     

	Lunch (unpaid)
	     
	     
	     
	     
	     
	     
	     

	Hours per day
	     
	     
	     
	     
	     
	     
	     


Hours for youth participants can vary from 

20 to 32 hours per week based on worksite needs.

Job Training Plan

Please select the category below that represents your organization’s proposed work experience:

 FORMCHECKBOX 
 Maintenance

 FORMCHECKBOX 
 Beautification Projects

 FORMCHECKBOX 
 Clerical/Office Skills

 FORMCHECKBOX 
 Child Care/Day Care

 FORMCHECKBOX 
 Library Aide

 FORMCHECKBOX 
 Healthcare Aide

 FORMCHECKBOX 
 Senior Citizen Aide

 FORMCHECKBOX 
 Recreational Aide

 FORMCHECKBOX 
 Technology

 FORMCHECKBOX 
 Transportation/Distribution/Logistics

 FORMCHECKBOX 
 Education

 FORMCHECKBOX 
 Agriculture

 FORMCHECKBOX 
 OTHER work experience opportunity

     












Below, provide a brief explanation of the position that is available for the Summer Works experience.

Work Experience Opportunity (please describe):   

     _______________________________________________________________
 FORMCHECKBOX 
 This position is “green job” related.

 FORMCHECKBOX 
 This position is a “shovel ready” project as defined by The Recovery Act. 

A Quick Look at the Fair Labor Standards Act

The Fair Labor Standards Act (FLSA) youth employment provisions are designed to protect young workers by limiting the types of jobs and the number of hours they may work. The provisions differ based on the age of the minor.

18 Years of Age: 
Once a youth reaches 18 years of age, he or she is no longer subject to the Federal child labor provisions.

16 and 17 Years of Age:

Hours Rules:

Under the FLSA, 16- and 17-year-olds may be employed for unlimited hours in any occupation other than those declared hazardous by the Secretary of Labor (see below). Several States do restrict the number of hours and times of day that this age group may be employed. 

Occupation Rules:

Seventeen hazardous non-farm jobs, as determined by the Secretary of Labor, are out of bounds for young workers below the age of 18. Generally youth may not work at jobs that involve:

1. Manufacturing or storing explosives

2. Any driving by 16-year-olds, certain driving for 17-year-olds, and being an outside helper on a motor vehicle (limited driving by 17-year-olds is permitted.)
3. Coal mining

4. Logging and sawmilling

5. Power-driven woodworking machines*

6. Exposure to radioactive substances and to ionizing radiations

7. Power-driven hoisting equipment

8. Power-driven metal-forming, punching, and shearing machines*

9. Mining, other than coal

10. Meat packing or processing, including power-driven meat slicing machines in retail and food service establishments*

11. Power-driven bakery machines, including mixers

12. Power-driven paper-products machines, including balers and compactors*

13. Manufacturing brick, tile, and related products

14. Power-driven circular saws, band saws, and guillotine shears*

15. Wrecking, demolition, and ship breaking operations

16. Roofing operations*

17. Excavation operations*

*Limited exemptions are provided for apprentices and student-learners under specified standards.

Ineligible Worksites Specified by the Recovery Act

The Summer Works experience is funded through the American Recovery and Reinvestment Act of 2009. Section 1604 of Division A of The Recovery Act states, “none of the funds appropriated or otherwise made available in this Act may be used by any state or local government, or any private entity, for any casino or other gambling establishment, aquarium, zoo, golf course or swimming pool.” 

PROGRAM REGULATIONS

The following regulations have been established to provide equity in the distribution of available summer jobs and to provide a clear understanding to worksite sponsors of their responsibilities in developing projects.

· Projects must comply with the State of Illinois Child Labor Law requirements.

· Each worksite supervisor is required to participate in an orientation session prior to the start of the Summer Works experience.

· Worksites shall not charge a fee for any services provided by Man-Tra-Con Corporation.

· Worksites are responsible for distributing written rules and regulations outlining daily requirements and site expectations on the first day to all youth participants.

· Worksites sponsoring other Man-Tra-Con activities are required to adhere to appropriate rules and regulations regarding those programs.

· Summer Works staff will be allowed to conduct monitoring and/or counseling to the youth on site.

· Worksite supervisors must maintain accurate records of time and attendance for youth participants and ensure timesheets are submitted by published due dates.

· Worksites must submit a statement of medical release for enrollees with physical limitations (i.e. pregnancy, allergies, etc.).

· All worksites must report any incidents of misconduct involving Summer Works participants. These include altercations among youth and/or youth and staff and harassment of any kind.

· Worksites planning to operate maintenance or beautification projects are required to plan a second work activity in event of inclement weather or a heat index which prohibits outside work activity.

· Worksites must adhere to all reporting requirements published by the Summer Works 2009 program.
· Youth participants should always be considered a valuable resource and treated with the same respect and courtesy as other employees during their work experience.
· The Summer Works experience will not result in the displacement of currently     employed workers.

· Each worksite, operating under funded activity, will not discriminate with respect to any program participant or any applicant for participating in such program because of race, creed, color, national origin, sex, political affiliation or beliefs. Further, that they will comply with Titles VI and VII of the Civil Rights Act of 1964, as amended, and all other applicable Federal, State and Local Laws and Regulations applicable to non-discriminatory practices. Further, it is understood and agreed that participants in the program will not be employed in the construction, operation, or maintenance of any facility used or planned for use for sectarian activities or as a place for religious worship.

· The worksite will participate in the Summer Works job experience for a period of six to eight weeks and comply with the number of approved youth participants.

· It is understood that the agency/organization is responsible for providing daily supervision for all youth participants at all times during the worksite’s scheduled hours.

· Failure to comply with any Summer Works regulations will result in immediate termination of the worksite.

· Man-Tra-Con Corporation has permission to use the worksite or staff images in any and all forms of electronic or print for purposes that promote Summer Works 2009.

     _______________________________________________________________


Name of Organization or Agency Sponsoring Worksite

______________________________________________________________________             _____________  (Please type/print your name here before signing on above line.)

Signature of Organization President or Host Agency Representative                 Date

	
FOR MAN-TRA-CON CORPORATION USE ONLY



	APPROVED:             YES                      NO                         DATE:__________________
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