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1111 San Felipe Road, Suite 107 ( Hollister, CA 95023 ( (831) 637-JOBS (5627) ( FAX (831) 637-0254


TO:

All Worksites

SUBJECT:
Community Services & Workforce Development Work Experience 




Program

Enclosed is the Community Services & Workforce Development (CSWD) Work Experience Program packet for your review.  Please be sure to read the packet in its entirety and return the necessary forms by the due date.

All forms should be returned to the One Stop Career Center by 
May 15, 2009
.
Minor’s Work Regulation booklets (Child Labor Laws), will be distributed prior to the onset of the program if needed. 

A certificate regarding Debarment, Suspension, etc. (Attachment #4) is enclosed. This is a requirement that the State would monitor when they visit San Benito County.

The agency's ultimate goal is for everyone involved to benefit from this experience by providing meaningful employment to youth ages 14-24 as training opportunities and at the same time for local employers to get additional support during the summer months.

We are confident that this will be a rewarding experience for  youth, businesses and our community. Please feel free to contact me  at 637-JOBS (5627) with any questions or concerns.  

Sincerely,

Laura Schipper

Employment Services Counselor

Enclosures:


1.
Overview for Work Experience Program





2.
Worksite Request





3.
Job Description





4.
Maintenance of Effort Statistics





5.
Certification regarding Debarment, Suspension, etc.





6.
Additional Insured Form 





7.
Non-Financial Worksite Agreement

8.
Checklist

-Attachment 1-
OVERVIEW of Community Services & Workforce Development

 Work Experience Program
The referral procedure is as follows:
· Agency/worksite to submit job description and prerequisites outline to the One Stop Career Center.

· One or more participants may be sent out for each position.

· One Stop Career Center staff will assign participants to a position best suited for both the participant and worksite.  

· One Stop Center staff will require the participant to contact the supervisor for a "meeting" prior to final placement.  

· If a participant does not meet worksite/agency requirements, the agency contacts the One Stop Career Center staff.

It is important that the agency/worksite contact the On Stop Career Center staff with the acceptance or denial of participant(s) referred. 

Appointments will be scheduled by the program counselor to visit worksites, in order to complete paperwork and meet the participant's supervisor(s).

It is important that all interested worksites complete paperwork on time. This will enable One Stop Career Center staff to assist your agency in a timely manner. The CSWD Work Experience Program paper work and forms are necessary for the continuous funding of the program.

REMINDER: ALL REQUIRED DOCUMENTS SHOULD BE SUBMITTED THE ONE STOP CAREER CENTER OFFICE BY:
   May 15, 2009




WELCOME TO THE

 COMMUNITY SERVICES & WORKFORCE DEVELOPMENT 

SUMMER YOUTH EMPLOYMENT PROGRAM

-Attachment 1-
COMMUNITY SERVICES & WORKFORCE DEVELOPMENT

 WORK EXPERIENCE WORKSITE REQUEST
The San Benito County CSWD, under WIA, is funding a work experience training program. Positions are for youth, ages 14-24 years of age. Hours worked may vary depending on the students’ academic schedules.

I.
Agency Name





  Phone




Address












Contact Person












1.
Is this agency accessible to the handicapped?

Yes

No


2.
Is this agency accessible to public transportation?

Yes

No


3.
What hours is this agency active?




 to 



4.
How many positions are you requesting?  



II.
An agency may request, for example, four positions - all maintenance aides.  Four would

 
be the number of positions; however, there would only need to be one job classification.


1.
For each job classification, please submit a detailed job description.  Include 


specific prerequisites (bilingual preferred, over 18, etc.) and specific tools and 


equipment to be used; methods and procedures to be taught.  (Attachment #2)

2.
Maintenance of effort statistics must be kept on file and up to date at all times.  Maintenance of effort compares the number of permanent and part-time positions that your agency has within the same job classification as the youth assigned to your worksite. The worksite must insure that     participants are not placed in positions where it would result in the displacement of currently employed workers, or reduce the hours of the same or equivalent position if vacant, unless it can be proven that the freeze resulted from lack of funding to sustain staff.  (Attachment #3)

-Attachment #2-
JOB DESCRIPTION
AGENCY:







PHONE:



CONTACT PERSON:








______
ADDRESS OF

WORKSITE:












INTERVIEW LOCATION IF DIFFERENT FROM ABOVE:

JOB TITLE:












HOURS TO BE WORKED BY PARTICIPANT: (i.e. 8:00 - 5:00)  




SPECIFIC DUTIES TO BE PERFORMED:








PREREQUISITES:
TYPING: No / Yes (wpm 
__)
COMPUTER:  IBM
/ MAC
        OTHER:



BILINGUAL:  Yes /  No / Preferred

      DRIVERS LICENSE NEEDED:    YES     NO

TOOLS, EQUIPMENT TO BE USED:








COMMENTS:












-Attachment #3-

MAINTENANCE OF EFFORT STATISTICS**

Employer’s Name





Contact Person




Job Classification




Job Classification

Perm. Positions

        filled
  
Perm. Positions

        filled
 

Part-time Positions

        filled
  
Part-time Positions

        filled
        

Frozen Positions

        filled
  
Frozen Positions

        filled
        

CSWD Authorized

        filled
  
CSWD Authorized

        filled
        

Job Classification




Job Classification

Perm. Positions

        filled
  
Perm. Positions

        filled
        

Part-time Positions

        filled
  
Part-time Positions

        filled
 

Frozen Positions

        filled
  
Frozen Positions

        filled


CSWD Authorized

        filled
  
CSWD Authorized

        filled
   

Participants


Supervisors

Participants

Supervisors____
**No CSWD work experience participant shall be employed when any other individual is on layoff for the same or equivalent job nor can the employer terminate a regular employee to create a job for a CSWD participant.

-Attachment #4-

CERTIFICATION REGARDING

DEBARMENT, SUSPENSION, INELIGIBILITY, AND VOLUNTARY

EXCLUSION LOWER TIER COVERED TRANSACTIONS

The certification is required by regulations implementing Executive Order 12549, Department and Suspension, 29 CFR Part 98, Section 98.510, Participant's responsibilities.  The regulations were published as Part VII of the May 26, 1988 Federal Register (pages 19160-19211).

(1)
The prospective recipient of Federal assistance funds certifies, by submission of 
this proposal, that neither it nor its principals are presently debarred, suspended, 
proposed for debarment, declared ineligible, or voluntarily excluded from 
participation in this transaction by a Federal department or agency.

(2)
Where the prospective recipient of Federal assistance funds is unable to attest to


any of the statements in this certification, such prospective participant shall attach


an explanation to this proposal.

Name and Title of Authorized Representative

Signature








Date

-Attachment #5-
Date: 







To: 








Policy #: 




______

FR:








Re: Additional Insured Designated Organization

Requesting amendment to include:     San Benito County




                        Community Services & Workforce Development





            Work Experience Program




                        1111 San Felipe Road, Suite 108





            Hollister, CA  95023

As an additional insured in respects to operations under contract. Amendment to include CSWD as an insured only with respect to liability arising out of operations on premises owned or rented by me.     

-Attachment #6-

CHECK LIST

Please be certain that the following forms are complete before returning to the One Stop Career Center:



 Overview






Attachment #1


Worksite Request





Attachment #2



Job Description





Attachment #3



Maintenance of Effort Statistics



Attachment #4



Certification Regarding Debarment, Suspension, etc.
Attachment #5



Additional Insured Form




Attachment #6



Worksite Agreement





Attachment #7

Thank you for your contributions and support!

EQUAL HOUSING
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OPPORTUNITY

San Benito County “One – Stop” Career Center Partners: San Benito County Department of Community Services & Workforce Development, State of California Employment Development Department, Go Kids, Inc., Gavilan College, SBC Health & Human Services Agency, SBC Office of Education, South County Regional Occupational Program, San Benito High School, National Council on the Aging, Inc. (NCOA), State of California Department of Rehabilitation Veterans' Employment Services, Economic Development Corporation of San Benito County, Gavilan College Small Business Development Center, Central Coast Center for Independent Living, San Jose Job Corps
The County One-Stop Career Center is an equal opportunity employer/program 
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