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NORTH CENTRAL COUNTIES CONSORTIUM
WORK EXPERIENCE MANUAL

Introduction

This Work Experience (WEX) manual is designed sisaSNCCC Workforce Investment Act
Service Providers and administrative staff with theormation needed to operate Work
Experience programs and to develop Non-Financiatk/xperience Worksite Agreements
(WEX Agreements).

Definition

Work Experience activities are planned, structuesaining experiences that take place in a
workplace for a limited period of time. Work Expemce may be paid or unpaid, as
appropriate; are provided in the public, private4poofit, or private for-profit sector; and are
subject to labor standards that apply where an @yeplemployer relationship, as defined by
the Fair Labor Standards Act, exists. Well-mana@éeX programs are responsive to the
needs of participants, recruit sound work sitest the willing to train, and include
appropriate mechanisms that insure proper oversigtitmonitoring. Participants in WEX
positions funded through the WIA are consideredpterary employees, will apply for work
and be subject to hiring and termination by the leygy and be expected to perform work for
the benefit of the employer. All child labor lawsust be adhered to in placing minors in
WEX positions.

[ref: WIA Final Rule Section 663.200 (b)]

Displacement

A participant shall not be employed in or assigteed job if any other individual is on layoff

from the same or any substantially equivalent jobjf the employer has terminated the
employment of any regular employee or otherwisaiced the workforce of the employer
with the intention of filling the vacancy so credsith the participant; or if the job is created
in a promotional line and will infringe in any wajypon the promotional opportunities of
currently employed individuals. Furthermore, anpiyer must not allow the employment
of a WEX trainee to infringe on non-overtime woréuns of regular employees. Regular
employees and program participants alleging digphent may file a complaint under the
applicable grievance procedures found at Sectighe®® of the WIA Final Rule.

[ref: WIA Section 181(b) (2) and (3), WIA Final RuSection 667.270(a), (c) and (d)]
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Program Operations

Worksite Agreement

The WEX Worksite Agreement (Attachment 1) is toused for all types of worksites: public,
private non-profit and private for-profit. Worksstenay be used a number of times and it is not
necessary to complete separate agreements forediffparticipants or different job titles. An
“umbrella” agreementmay be used where the term of the agreement magebdor a
maximum of twelve calendar months. Umbrella agregmenust be updateat least once a
year. It is required to complete a separate Worksitguest (Exhibit C of the WEX
Agreement) for each trainee title.

The following instructions must be followed whemgaeting the agreement:

1. Service Provider staff is required to thoroughlyiees the agreement with the
appropriate people from the worksite. Included his treview are the terms of the
agreement, the obligations of the worksite, theigatibns of NCCC (both the
Administrative Office and Service Providers), ahd faissurances listed on Exhibit A,
payroll procedures, the payroll schedule and thermnmation on the worksite request
(Exhibit C).

2. Three copies of the agreement bearing originalasiges from persons authorized to
enter into agreements from the worksite and theiG&eProvider must be submitted to
the NCCC Administrative Office. Authorized stafdin the Administrative Office will
sign the agreements.

3. Two agreements will be returned to the Servicerigen.
a. One original signed copy will be returned to theksie.

b. One original signed copy is maintained by the SeryProviders. It is not
required that the WEX agreement be maintainedarptrticipant case file, but
it is required that the signed and dated worksitgiest be included in the file.

Note: it is not necessary to wait for returned omnglly signed WEX Agreement(s) before the
start of the work experience.

WEX Orientations

Service Provider staff must conduct a thorough witekorientation and safety orientation on
the first day of the work assignment as follows:

1. Worksite Orientation:A WEX Worksite Orientation Checkligttachment 2)s to help
facilitate the orientation process. This form i¢ agequired document. The participant
and worksite supervisor should be thoroughly infednon the conditions of work,
expectations, payroll procedure etc.
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2. Supervisor/Participant Handbooks: The Participant and Supervisor Handbooks
(Attachments 3 & 4) have been developed as resdugcks to be utilized to conduct
the WEX Orientation for the supervisors and pagrtaits. Both handbooks have
forms that should be completed with contact infdrarg it is important that the
contact information is kept current through outticgyation in the WEX.

The participant handbook also hasAmknowledgement of Receipt and Review of the
Handbook This form MUST be signed by the participant ahd WIA Service
Provider staff person who is reviewing the handbeakh the participant. One
original signed copy is kept with the handbook amee original signed copy is
maintained in the participant’s case file.

NCCC Safety Program

Participants in Work Experience are employees o€BC As the employer of record, NCCC
is required to provide a thorough safety orientatd the worksite to each participant. Since
each worksite and scope of positions varies, NCE&dlires that each worksite provide a
safety orientation to the Work Experience partioiigaunder their supervision. Please refer
to NCCC’'sSafety ProgranfAttachment 5). Attached to the Safety ProgramnisEmployee
Orientation/Safety Training” form that must be cdeted with each participant within the
first week of employment. This form must be sigr®dthe worksite supervisor and the
participant assigned to the worksite (if multipertcipants are working at the same worksite
one Employee Orientation/Safety Training form mhetsigned for each participant). This
form is to be retained in the participant file.

Supervision
Service Provider staff shall assure that:
1. Supervision of WEX participants shall not exceetDao 1 participant to supervisor
ratio;

2. Alternate supervisor(s) must be identified whenrdgular supervisor is absent;
3. Youth participants, 18 years and younger, musuipervised at all times.
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Worker’'s Compensation

NCCC’s Worker Compensation Insurance (with the pkoa of federal worksites) covers
NCCC WEX patrticipants. Federal worksites are codarader the Federal Compensation
Act. All Service Provider staff and WEX supervisavorking with WEX participants must
be aware of how to report an injury. In generaéwfob related injuries occur:

- NON-EMERGENCIES

EMERGENCIES

o Injuries should be reported to ti&ervice
Provider immediately

o Participant and Service Provider st
notify the “Company Nurse” by callin
1-877-740-5017 and identifying the
participant as an employee of NCCC

o0 The participant will be guided to th
appropriate level of care by the “Compg
Nurse”

0

e

o In all emergency situations the participan
given immediate care by going to emerge

aff rooms or calling 911.

ny

[is
ncy

Participant Compensation

Rate of Pay:
with the following except

1.

ions:

Rate of Pay: Participants e \MMEX program are paid minimum wage

Minors who are high school graduates or equivagiduld not be

paid less than the rate paid to adult employedbeoivork site if they
are working in the same job classification and cletipg the same
guantity and quality of work.

Non minor should not be paid less than the ratel gai adult

employees of the work site if they are working he tsame job
classification and completing the same quantity gurality of work.

NOTE: It is the Service Provider’s responsibilitydetermine if participants are working in
an actual job classification at the work site dnithey will be performing the same quantity
and quality of work that an adult performs in tbé glassification. If it is determined that
the participant must be paid above minimum wage Srvice Provider must obtain a copy
of the work site’s job classification pay scale.isTdocument must indicate the worksite
agency nhame with the participant’s salary highkghand must be submitted with the other
payroll documents. A copy must be maintained ingheicipant’s file.

Paid Classroom Training Time: Classroom trairtinge may be paid for Work Readiness
and academic classes when linked to a work expegidParticipants may
be paid the same hourly wageas they are paid on work experience.
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Classroom training hours will be reported on a smeatime card (see
time card instructions).

Paid Holidays: WEX participants will not be paid foolidays not worked.

Overtime: Participants in a WEX may not work dwee. Following the work
schedule of the host agency and Child Labor Lawsjaximum of 8
hours per day or 40 hours per week are allowable.

Other Benefits: This is a temporary training projedealth benefits and retirement
benefits will not be paid. The wages earned fromX\dEe not subject to
unemployment insurance taxes. It is important gaaticipants are made
aware of this issue.

Work Permits

Who needs a work permit?

Generally, participants under 18 must apply for @lwpermit at their
school or school district office before beginningeaw job. Work permits
are not required for those who have graduated fn@h school or pass
the high school equivalency exam.

Instructions for obtaining a work permit:

An application for a work permit is calledsdatement of Intent to Employ
Minor and Request for Work Pernfttachment 6). There are sections of
this form that must be completed by the minor, eygi, parent/guardian
and school. NCCC is the employer of record andatbek permit section
For Employer to Completés filled in by Service Provider staff with
NCCC'’s name, address and telephone number. Sdtviceder staff will
also complete the work duties and days/hours o schedule in this
section. The Service Provider staff will then sihe document. The
participant must return the form to the school/edion office to receive
the work permit.

The original signed work permit must be maintain@d the participant’s file and a
copy must be given to the worksite.

Emergency Treatment Form

NCCC requires an Emergency Treatment form (Attactimé) to be completed on
participants under the age of 18. The form mussigaed by the parent or guardian. The
form should be completed in duplicate aode copy must be given to the worksite
supervisor.
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NCCC Payroll Procedure

NCCC is the employer of record for WEX participanihe following NCCC payroll
procedures and policies must be adhered to.

To insure that the enroliment of the WEX participanto the payroll system goes smoothly,
please follow these instructions regarding the detrgn and submission of forms to NCCC.

W-4 Form Instructions

The participant must complete and sign the W-4 fddmly the bottom half of the W-4 form
will be submitted to NCCC and a copy of the congdeform must be retained in the
participant file.

[-9 Instructions

For completion of the I-9 follow the instructiongntained in the “Handbook for Employers”.
(Attachment 8) The original I-9 and copies of supipg document(s) must be submitted to
NCCC and copies must be maintained in the partitipke.

If the document(s) used to satisfy the employmdigthdity verification on the 1-9 expire,
section 3 of the 1-9 must be updated, a copy mai@tkin the participant file and the original
submitted to NCCC’s Administrative Office along wphotocopy(s) of the document(s).

NCCC Employee Payroll Master (Payroll Master)

This form is part of the process to enroll parteifs onto NCCC'’s payroll system for both
WIA paid WEX and WIA Incentive Bonus payments. AyRdl Master is required if a
participant is enrolled in a WEX and/or receivingéntive Bonus payments. It should be
completed correctly and accurately using the foit@anstructions.

Payroll Master Instructions:

TOP LEFT OF FORM: Funding/Grant Codenter the funding/grant code the WEX is
billed to

TOP RIGHT OF FORM: Datesnter the date that the payroll master is closed

LINE 1

Social Security #:enter the participant’s Social Security numbertagppears on the Social
Security card

County: enter County Name or “Upward Bound”
WEX/Bonus:please check the activity (a separate form igired for each activity)
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LINE 2

First Name/Middle/Last Nameas they appear on the Social Security card
Birth Date: month, day and year

LINE 3

Mailing Address/City/State/Zip Codeorrect mailing address of the participant
LINE 4

Start/Employment Dateenter the date the WEX or Incentive Bonus Payrstmted
Marital, Fed/St, Exemptenter information from the W-4

Citizenship:please check the status as marked on the I-9 form

LINE 5

Wage: enter wage for a WEX, leave blank for an IncenBesus Payment
Youth:check the school status of the participant

BOTTOM OF FORM:

Prepared Byname of staff completing form
Agency:name of agency sponsoring participant

The Payroll Master is color coded and each colovesea specific purpose. Follow the
instructions below for completion and submissionhis form:
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1. White copy:

2. Yellow Copy:

3. Pink Copy:

4, Golden copy:

Submission of Forms

submitted to NCCC along with other nodlydocuments
(see Submission of Forms below).

changes to the form after enrolimenmito the payroll
system must be submitted to NCCC on the yellow copy

once the WEX is completed, the paréinoipmust be taken
off NCCC'’s payroll system by sending in the PINKpgmf
the Payroll Master form with the last day workedeeed
into the “Term’d Date” box. This form should be
submitted to NCCC (see section on WEX completi@ayep
14).

Is retained in the participiet

The correct submission and timing of payroll docatseand MIS forms will insure the
enrollment of the WEX participant onto the paysylstem. The Payroll Master form, W-4, I-
9 with supporting documents and the MIS form(s) trhes submitted to NCCC befothe
first day of work listed on the Payroll Schedule.

The following documents must be completed propang submitted togethéo insure they

do not get separated:

1. WIA Application (if a new participant)*;

2. WIA Enrollment/Registration form with enrollmenttothe appropriate activity*;

3. The MIS forms must be paper clipped to the foree(selow);

Note: Staple the next items, in the order given the middle of the Payroll Master

form.

4. Payroll Master Form (original white copy);

5. Original signed bottom half of the W-4;

6. Original signed 1-9;

7. Originals of I-9 supporting documents;

a. As the employer of record, the NCCC fiscal deparimenust review all
documents used to satisfy the I-9. These docunagatsollected and reviewed by
the Service Providers and attached to the [-9 fisatsent to NCCC’s
Administrative Office.
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b. If the Social Security card is not used for List(@cuments that establish
employment eligibility) staff MUST take extreme eathat the Social Security
number on the Payroll Master form matches all oth@cuments (staff should
make attempts to send copy of the Social Secuaity)c

8. Worksite documentation of job classification pagled paying above minimum
wage.

* If data entry of WIA Application is done at thedal level do not include in the
submission of forms

Time Cards

The NCCC Time card is used for both recording hatithe work site and recording hours in
classroom training, if paid for the time. A separtitne card is used for each site.

California Labor Law requires that time records tnslsow when the employee begins and
ends each work period, including the beginning @mding time of meal periods.

Time cards are submitted to NCCC’s Administratiiid@ on dates indicated on the Payroll
Schedule. Please instruct the participant and vterksipervisor and/or classroom instructor
on the following.

1. Time cards must be completed in ink.

TOP RIGHT CORNER

2. Check appropriate box (worksite or classrooBgparate time cards must be
completed and submitted for each.

3. Pay Period must be completed using the NCCC P&yotledule as a guide.
4. Site name must be entered.
TOP LIFT SIDE
5. Social Security Card Numbemust be entered as listed on the SS Card.
6. Last Nameas appears on SS Card.
7. First Name-as appears on SS Card.
8. Time cards report two weeks of time and recordirggructions are:
a. Day/Date the date should be entered by the day of the week
b. Time In-record the time arrived at work
c. Meal Period Outrecord time meal break begins
d.

Meal Period Inrecord time meal break ends
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e. Time Out+ecordtime work day ends

f. Totals- record the daily total for each day

g. Weekly Totalsrecord the total for each week, this must be rodnidethe
nearest quarter hour (example would be 30 hours2&nthinutes would be
record as 30.5 hours)

9. Additional Hours- this space is provided IF two time cards are sutiewhit
10. Total Hours-add weekly totals and additional hours and entetdlal.

11.County Usethis box is for Service Provider staff to record tounty name, funding
source that is being used and name of staff whiewed the time card.

12. Signaturesthe participant and worksite supervisor or classraoestructor must sign
the time card.

13.NCCC Administrative Office Useempleted by NCCC Administrative Office.

14.The time card is on NCR paper:
a. white original time card must be submitted to NCIQhe time card due date
listed on the NCCC Payroll Schedule;
b. yellow copy is submitted with any corrections;
c. pink copy to the participant;
d. goldenrod to be maintained in the participant file.

15. Corrections to time cards:
a. All corrections on thedaily hours worked must be initialed by both the
supervisor and the participant. Time cards mayiot be corrected with
“white out”.

16. Missing signatures or initials:

a. If participant and/or supervisor’'s signatures ortipgant and supervisor’s
initialed corrections cannot be obtained prior he time card due date the
following process should be followed:

i. Submit the yellow copy of the time card insteadhef white original;

ii. Make every attempt to obtain the required signatareinitials on the
white original time card prior to release of theyg#eck to the
participant;

iii. Submit the white original with the required signmatior initials to
NCCC.Note: please attach a note that states “correctiedet card/do
not pay”.

L If two time cards are submitted together for thme person they should be attached together, the mcent time card should
be put on top with the older time card stapled urigehe hours from the older time card shouldifeerted in the additional
hours box on the top time card and included intdta& hours box.
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Change in Worksite Assignment or Worksite

If the participant changes worksites during pgpation in the WEX the following must be
adhered to:

1. Worksites may be changed, without NCCC’s conserngttime during the payroll
period;

2. When changing worksites the following forms must &gbmitted to NCCC's
Administrative Office:

a. Payroll Master form (yellow copy) with the new stdate (lightly cross through
the employment date on line 4 and enter the stdd df the new job title below
the original date);

b. Lightly cross through the job title on line 4 anatex the new job title below the
original title;

c. Lightly cross through the worksite (if differenthdine 5 and enter the new
worksite below the original worksite.

Performance Evaluation/Monitoring Instruments

WEX Monitoring Instrument

There are separate WBMonitoring InstrumentgAttachment 9) for both the participant and
supervisor. The purpose of these forms is to enshaé both parties have a thorough
knowledge of the program and their responsibilitsesl that job duties outlined in the
agreement are being taught. These instrumentsdlbeutompleted with the participant and
the supervisor in separate interviews by staff yrihe first 4 weeks of training Once
completed the monitoring instruments must be retain the participant’s file. Copies of the
completed supervisor monitoring instrument may kEenin situations where a supervisor
oversees more than one participant at a WEX warksit

WEX Performance Evaluation

The WEX Performance Evaluatiofttachment 10) is used to evaluate the perforrmand
progress of the trainee in the WEX program. Thduateon is completed by the worksite
supervisor and must include the supervisor's aediriinee’s signatures. Completion of the
evaluation is required at least orahéring the training. The evaluation should bedrarted
about half way into the training. Additional evalions are required if a participant is not
progressing satisfactorily and follow-up is needed.

WEX Agreement Amendments

NCCC WEX Manual
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WEX agreements are generaflymbrella agreements’and the need for amendments does
not occur often. An example of the need for a Narafcial Work Experience Amendment
of Agreement (WEX Amendment) would be if the termh the agreement expires.
Instructions for completion of the amendment are:

1. Three copies of the WEX Amendment (Attachment EBrimg original signatures from
a person authorized to enter into agreements frioen worksite and the Service
Providers must be completed (it is not necessaryaice the NCCC Administrative
Office sign WEX Amendment(s));

2. One original signed copy will be returned to theksde;

3. One original signed copy will be sent to the NCCdmnistrative Office;

4. One original signed copy is maintained by the Ser@roviders.

WEX Completion

When WEX activity(s) and/or Incentive Bonus paynserire completecand the last
timecard has been submittedthe participant must be removed from NCCC'’s payroll
system. The following must be adhered to and subchib NCCC’s Administrative Office:

1. Payroll Master Form (pink copy) with the terminatidate box showing last date
worked at worksite and/or last Incentive Bonus paytsubmitted to NCCC attached
to the WIA Enrollment form indicating the end dafehe WEX activity.

2. These documents must be submitted at the samethienast time card is sent to
NCCC, but please do not attach them to the timdscaBubmit them separately.

Participant File/Minimum Content Requirements

The WEX Participant File/ Minimum Content Requirerteeform (Attachment 12) is a tool
to be used to insure that participant files conthm required documentation for the WEX
program. This form should be completed and retainede participant’s file.
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INSTRUCTIONS FOR COMPLETING WEX
AGREEMENT & AMENDMENT

1. WEX Agreement Instructions

The following instructions should be adhered to:

Page 1

It is now a requirement that all parties to the WEreement sign the document.
This includes the Worksite, the Service Provided dme NCCC Administrative
Office. Three copies of the WEX agreement must blemstted to the NCCC
Administrative Office bearing original signaturektbe Worksite and the Service
Provider. Two WEX agreements will be returned te @®ervice Provider. One
original signed copy must be returned and maintayethe worksite agency and one
retained by the Service Provider.

<Top of Page 1 (beginning with the North Central Coties Consortium and)

Enter the name of your agency

Enter name of the worksite

Enter date of agreemerfexample: “f' day of June, 2010”)

Enter city and countyMUST be the physical location of the WEX worksite)

<Sequentially agreement items beginning with NCCCdahVork Experience Worksite

agree:
A. TERM OF AGREEMENT: Enter starting and ending dates for the WEX)
B. OBLIGATIONS: Work Experience Worksitelt (s important that these 17 points be
explained to the worksite representative)
C. OBLIGATIONS: NCCC
NCCC Administrative Office {It is important that these 5 points are understopd
the worksite and the Service Provider)
2. NCCC Service Provider ¢t is important that these 8 points are undeistby the
worksite and the Service Provider
D. The foregoing provisions and exhibits containedhis Agreement have been examined
and approved by the undersigned. (self explanatory)
NCCC WEX Manual 16

10/2009



<Signatures
Worksite

The person who has the authority to enter intoeagemnts shall sign the agreement. This
person should be someone such as: the owner mepaf a business, president or vice
president of a corporation, director of a publicyon-profit agency, etc.

Printed Name and Title
(Insert the name and title of the individual signthg agreement, this must be typed or

printed legibly)

Mailing Address and Telephone
(Insert the mailing address and telephone numb#reoémployer)

Type of Organizatian
(Public, Private, Private Non-Profit)

NCCC Administrative Office:

NCCC Administrative Office authorized staff willgsi all WEX Agreements.

NCCC Service Provider:

The person who has the authority to enter intoeagents from your agency shall sign the
agreement.

Name of Service Provider:
(nsert the name of the Service Provider)

Printed Name and Title
(Insert the name and title of the individual signthg agreement, this must be typed or
printed legibly)

Address and Telephone
(Insert the address and telephone number oféhac® Provider)

2. EXHIBIT A ASSURANCES - Instructions

Staff must make sure that the worksite agrees theghassurances outlined in Exhibit A. The
following section is designed to provide clarificat of the clauses that are included in this
section.

1) The worksite is assuring that said worksite did moigage in any form of
discrimination in selecting the WEX participant oher candidates. The worksite
is also assuring that the WEX participant selectatl not be the subject of
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discrimination during the WEX or after it has bemympleted and that none of the
worksite’s other regular employees are the subotsscrimination.

2) Same clarification as #1.
3) Same clarification as #1.

4) Political Activities The worksite needs to be aware that the WEX @pant, while
being paid for training hourspay not be engaged in any political activity Service
Providers need to be wary of worksites where imligis are running for political
office or who are heavily involved in the politicedmpaign of another person. These
types of situations create the greatest potentialiblation of the Hatch Act. [ref:
WIA Section 195(6)]

Sectarian Activities The worksite may not involve the WEX participant any
sectarian activities. WEX must not violate anytlé provisions limiting sectarian
activities which are contained in the Workforcedatment Act. WIA Title | funds
may not be spent on the employment or trainingasfigipants in sectarian activities.
Participants shall not be employed under Title WGA to carry out the construction,
operation, or maintenance of any part of any fiycilnat is used or to be used for
sectarian instruction or as a place of religiousship. However, WIA funds may be
used for the maintenance of a facility that is pomarily or inherently devoted to
sectarian instruction or religious worship if theganization operating the facility is
part of a program or activity providing service3MA participants.

[ref: WIA Section 188(a)(3) and WIA Final Rule $iea 667.266 and 667.275(b)]

5) The worksite supervisor must not supervise a WEXigpant who is a member of
his/her family.

6) The worksite must not involve the participant itinaties that assist, promote or deter
union organizing.

3. EXHIBIT B WORK EXPERIENCE PAYROLL PROCEDURES - | nstructions
The Exhibit B, Work Experience Payroll ProceduresThis same information is
contained in the handbooks and should be reviewtdtiae worksite supervisor and the
participant.

4. EXHIBIT C WORKSITE REQUEST - Instructions
The Exhibit C, Worksite Request form is required éach trainee title at the worksite.

This form should be completed with the worksitd, aakas should be completed and
signed and dated by the worksite representative.
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5. EXHIBIT D WORK EXPERIENCE PAYROLL SCHEDULE

The Exhibit D, Work Experience Payroll SchedulehisTsame information is contained
in the handbooks and should be reviewed with theksi® supervisor and the
participant.

6. WEX AGREEMENT AMENDMENT - Instructions

The WEX Amendment form is required if an alteratijggarding the terms of the
agreement is necessary. Three copies of the WE2hdment (including all pages from
the agreement reflecting those items that have ggdgnmust be completed bearing
original signatures. One copy must be maintainethb worksite agency, one copy sent
to the NCCC Administrative Office and one copy mubst retained by the service
provider.

Note: Service Providers have authorization to sitie WEX Agreement Amendment.
WEX Amendment Instructions

<Top of Page

Agency
(Name of Service Provider)

Trainee
(Name of trainee or leave blank if there are midtipainees)

Staff Name

(Service Provider staff person responsible for sigdt and monitoring of the WEX
agreement)

<Top Center of Page

Insert the name of the worksite; same as it readb® original agreement
Insert the date that the change to the agreemeatrieeeffective
List a reason for the amendment, i.e. change m t&ates

<Signatures
Worksite

The person who has the authority to enter into eagents shall sign the amendment.
This person should be someone such as: the owmarmer of a business, president or
vice president of a corporation, director of a pribk non-profit agency, etc. The same
person who signed the original agreement is prederr

Printed Name and Title
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(Insert the name and title of the individual signthg amendment; this must be typed or
printed legibly)

Address and Telephone
(Insert the mailing address and telephone numb#reoémployer)

NCCC:

The person who has the authority to enter intoeagents/amendment from your agency
shall sign the agreement.

Printed Name and Title

(Insert the name and title of the individual signthe agreement, this must be typed or
printed legibly)

Address and Telephaone
(Insert the mailing address and telephone numbttre Service Provider)
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