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INTRODUCTION
Hello!  Welcome to the North Central Counties Consortium's (NCCC) Work Experience Program.

NCCC's Work Experience Program has been designed to provide temporary jobs and positive educational experiences for program participants.  Hopefully, your participation in this program will provide you with the opportunity to learn job skills, gain work experience, increase your incentive to continue your education, and to make a contribution in the community.

This handbook will give you some basic information you will need to know as a participant in the Work Experience Program.  Keep this handbook to refer to in case of questions, or if you need to contact the persons in charge of the Work Experience Program.


PROGRAM GOALS AND OBJECTIVES
The basic goals and objectives of the Work Experience Program are:

*
To provide you with useful work experience which will aid you in competing successfully in the labor market.

*
To encourage you to continue your education by familiarizing you with the educational requirements of different occupations.

*
To introduce you to the world of work and promote your development of good work habits and basic work skills which will help you understand the fundamentals of employment responsibilities.

RULES AND REGULATIONS

Civil Rights

No individual applying for or participating in the Workforce Investment Act (WIA) program may be discriminated against because of their sex, race, religious creed, color, national origin, ancestry, physical or mental disability, medical condition, marital status, age, sexual orientation or any other basis protected by state or federal law.  This means that WIA participants may not be segregated or treated differently from other applicants or clients while participating in any WIA related program.

Fair employment practices must be provided to all WIA participants with regard to hiring, transfers, promotions, compensation, benefits, layoffs and terminations.  In short, WIA participants placed in a training worksite must be treated as any other employee similarly classified and given the same rights and privileges.  Participants hired by North Central Counties Consortium are considered Extra Help/Special Project employees and may be terminated or laid off from their positions without notice and/or cause. 

Grievance Procedures

Participants have the right to file a grievance if they believe they have a complaint or have been discriminated against.  All grievances are strictly confidential, and participants may not be penalized in any way if they file a grievance.

If any WIA participant believes they have been discriminated against or had their rights violated, they should follow the grievance procedure used by the NCCC office.  Any questions concerning the grievance process should be directed to the grievance officer of NCCC:

422 Century Park Drive, Suite B
Yuba City, CA 95991

(530)822-7145
Nepotism

No appointing authority shall employ or recommend for employment any near relative or in-law, such as a wife, husband, father, mother, brother, sister, son, or daughter to any position of employment in which the appointing authority has any supervisory authority.

PARTICIPANT WORK REQUIREMENTS
*
A work permit and emergency medical treatment form are required for anyone under the age of 18.

*
Proof of identity and right to work is required of all Work Experience participants.

*
Good worksite attendance is the responsibility of each participant.  Excessive unexcused absences will result in your being terminated from the Work Experience Program.

*
Report all accidents and illnesses to your supervisor regardless of how minor they may seem.  Any accidents that happen on the job are covered by Workers' Compensation Insurance, and must be reported within 24 hours from the time the accident occurred.

BEHAVIOR THAT COULD CAUSE YOU TO BE TERMINATED
*
Excessive unexcused absences
*
Excessive lateness
*
Using drugs or alcohol
*
Vandalism and/or theft of property

*
Disruptive behavior at the worksite

*
Not meeting your school related responsibilities

POSITIVE PROGRAM BEHAVIORS
*
Be on time for your work assignment
*
Dress appropriately for your job
*
Telephone your supervisor if you are going to be late or absent
*
Follow instructions
*
Work the days you are scheduled to work
*
Be polite to visitors and fellow workers
*
Take responsibility for your time card being correct and turned in on time
EVALUATIONS
It is important that you learn from your employment experience and try to make improvements with your job performance.  Ask your supervisor for suggestions for improvement.  You are providing community assistance, expanding your work history, as well as developing future employment references through your participation in this program.

The worksite supervisor is required to evaluate your job performance at least once during your employment. Some of the items that you will be evaluated on include:
*
Quality of work

*
Attendance and dependability

*
Observance of rules and regulations

*
Initiative

*
Personal relations

How you perform on the job will be reflected in your evaluations, SO PUT FORTH YOUR BEST EFFORTS!


CHILD LABOR LAWS
Hazardous Occupations Orders in Nonagricultural Occupations
The Fair Labor Standards Act provides a minimum age of 18 years for any nonagricultural occupations which the Secretary of Labor "shall find and by order declare" to be particularly hazardous for 16 and 17-year old persons, or detrimental to their health and well-being.  This minimum age applies even when the minor is employed by the parent or person standing in place of the parent.

The 17 hazardous occupations orders now in effect apply either on an industry basis, specifying the occupations in the industry that are not covered, or on an occupational basis irrespective of the industry in which found.

The orders in effect deal with:
	PRIVATE 
1.
Manufacturing and storing explosives

2.
Motor-vehicle driving and outside helper

3.
Coal mining

4.
Logging and sawmilling

5.
Power-driven woodworking machines

6.
Exposure to radioactive substances

7.
Power-driven hoisting apparatus

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

9.
Mining, other than coal mining
	10.Slaughtering, or meat-packing, processing, or rendering

11.Power-driven bakery machines

12.Power-driven paper products machines

13.Manufacturing brick, tile, and kindred products

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

15.Wrecking, demolition, and shipbreaking operations

16.Roofing operations

17.Excavation operations


Permitted Occupations for 14 and 15-Year-Old Minors in

Retail, Food Service and Gasoline Service Establishments
14 AND 15-YEAR-OLD MINORS MAY BE EMPLOYED IN:
1.
OFFICE and CLERICAL WORK (including operation of office machines).

2.
CASHIERING, SELLING, MODELING, ART WORK, WORK IN ADVERTISING DEPARTMENTS, WINDOW TRIMMING and COMPARATIVE SHOPPING.
3.
PRICE MARKING and TAGGING by hand or by machine, ASSEMBLING ORDERS, PACKING and SHELVING.
4.
BAGGING and CARRYING OUT CUSTOMERS' ORDERS.
5.
ERRAND and DELIVERY WORK by foot, bicycle, and public transportation.

6.
CLEANUP WORK, including the use of vacuum cleaners and floor waxers, and MAINTENANCE of GROUNDS, but not including the use of power-driven mowers or cutters.

7.
KITCHEN WORK and other work involved in preparing and serving food and beverages, including the operation of machines and devices used in the performance of such work, such as, but not limited to, dishwashers, toasters, dumbwaiters, popcorn poppers, milk shake blenders, and coffee grinders.

8.
WORK IN CONNECTION WITH CARS and TRUCKS if confined to the following:


Dispensing gasoline and oil.


Courtesy service on premises of gasoline service station.


Car cleaning, washing, and polishing.


Other occupations permitted by this section.


BUT NOT INCLUDING WORK:

Involving the use of pits, racks or lifting apparatus or involving the inflation of any tire mounted on a rim equipped with a removable retaining ring.

9.
CLEANING VEGETABLES and FRUITS, and WRAPPING, SEALING, LABELING, WEIGHING, PRICING, and STOCKING GOODS when performed in areas physically separate from areas where meat is prepared for sale and outside freezers or meat coolers.

IN ANY OTHER PLACE OF EMPLOYMENT
14 AND 15-YEAR-OLD MINORS MAY BE EMPLOYED IN any occupation EXCEPT the excluded occupations listed below.

14 AND 15-YEAR-OLD MINORS MAY NOT BE EMPLOYED IN:
1.
Any MANUFACTURING occupation.

2.
Any MINING occupation.
3.
Most PROCESSING occupations such as filleting of fish, dressing poultry, cracking nuts, or laundering as performed by commercial laundries and dry cleaning (except in a retail, food service, or gasoline service establishment in those specific occupations expressly permitted there in accordance with the foregoing list).

4.
Occupations requiring the performance of any duties in WORK-ROOMS or WORKPLACES WHERE GOODS ARE MANUFACTURED, MINED, OR OTHER WISE PROCESSED (except to the extent expressly permitted in retail, food service, or gasoline service establishment in accordance with the foregoing list).

5.
PUBLIC MESSENGER SERVICE.
6.
OPERATION OR TENDING OF HOISTING APPARATUS or of ANY POWER-DRIVEN MACHINERY (other than office machines and machines in retail, food service, and gasoline service establishments which are specified in the foregoing list as machines which such minors may operate in such establishments).

7.
ANY OCCUPATIONS FOUND AND DECLARED TO BE HAZARDOUS.
8.
OCCUPATIONS IN CONNECTION WITH:

a.
TRANSPORTATION of persons or property by rail, highway, air, on water, pipeline, or other means.


b.
WAREHOUSING and STORAGE.


c.
COMMUNICATIONS and PUBLIC UTILITIES.

d.
CONSTRUCTION (including repair).


Except Office or Sales Work in connection with a., b., c., and d., when not performed on transportation media or at the actual construction site.

9.
ANY OF THE FOLLOWING OCCUPATIONS IN A RETAIL, FOOD SERVICE, OR GASOLINE SERVICE ESTABLISHMENT:

a.
WORK performed IN or ABOUT BOILER or ENGINE ROOMS.

b.
Work in connection with MAINTENANCE or REPAIR OF THE ESTABLISHMENT, MACHINES or EQUIPMENT.

c.
OUTSIDE WINDOW WASHING that involves working from window sills, and all work requiring the use of LADDERS, SCAFFOLDS, or their substitutes.


d.
COOKING (except at soda fountains, lunch counters, snack bars, or cafeteria serving counters) and BAKING.

e.
Occupations which involve OPERATING, SETTING UP, ADJUSTING, CLEANING, OILING, or REPAIRING, power-driven FOOD SLICERS and CUTTERS, and BAKERY-TYPE MIXERS.

f.
Work in FREEZERS and MEAT COOLERS and all work in PREPARATION OF MEATS for sale (except wrapping, sealing, labeling, weighing, pricing, and stocking when performed in other areas).


g.
LOADING and UNLOADING GOODS to and from trucks, railroad cars, or conveyors.


h.
All occupations in WAREHOUSES except office and clerical work.


Minimum Age Restriction on Equipment and Activities
Federal Child Labor Laws are utilized as the more restrictive law and must be followed.

Office Equipment
Large Paper Cutter, Hand or Electric







14

Small Desk Type Paper Cutter (With Finger Guard)





14

(With Finger Guard)

Electric Stapler









14

Laminating Machines









14

Typewriter










14

Photocopier










14

Paper Shredder










18

Custodial/Building/Maintenance

Power Waxers, Buffers, Scrubbers and Polishers





14

Ammonia-Based Wax Stripper



  



16

Window Sill Washing (Outside Ground Floor)





14

Vacuum Cleaners









14

Handtools - Rakes, Shovels, Picks







14

Painting From Ground Floor








14

Painting From Ladders/Work From Ladders: Ladder Under 10 Feet16

Ground Maintenance
Lawn Mower Tractor (25+ HP)







18

Garden Tractor










16

Agricultural Field Tractor for Lawn







18

or Maintenance Work (More than 6 HP)

Power Driver Lawn Mower








16

Power Edgers With Exposed Rotary Blades






16

Power-driven Weed Cutter (nylon filament)






14

Auto Mechanics
Hydraulic Auto Lifts









16

Overhead Cranes or Chain Hoist:

  Over 1 Ton










18

  Under 1 Ton










16

Kitchen Work

Power-driven Bakery Machine







18

Power operated Meat Slicer








18

Work in Air-Tight Walk-In Coolers







16

Deep Fryers










16

Industrial Dishwasher, Toasters, Popcorn Popper,





14

Blender, Coffee Grinder

Cooking/Baking









16

Occupations Involving Motor Vehicles

Driving










18

Truck Mounted Lining Machine







18

(White Line Painting From Moving Truck)

Flagman










18

Dropping Markers From Trucks







18

Construction

(No minor under 16 can work in construction)
Excavation










18

Physical Structure Modification







18

Loading Dock and Unloading








18

Circular or Band Saw









18

Wood Jointers










18

Planers











18

Sandpaper Machinery









18

Wood Polishing Machinery








18

Wood Furnishing/Boring








18

Roofing










18

If you have any questions about tools or equipment you can or cannot use, contact the Work Experience Program staff.

The following work hours apply to minors 16-17 years of age:
On school days, if student has completed at least seventh grade, 4 hour maximum; except 8 hours if student is in school related work experience program.  8 hours maximum is also allowed on school days which precede non-school days (weekends, holidays, etc.); and high school graduates and State Certificate of Proficiency recipients are treated as adults.

Work must be performed between 5:00 a.m. and 10:00 p.m., except may work until 12:30 a.m. on any day preceding a non-school day.

The following work hours apply to minors 14-15 years of age:
When school is in session, 3 hours daily and 18 hours weekly maximum.  When school is not in session, 8 hours daily and 40 hours weekly maximum.

Work must be performed between 7:00 a.m. and 7:00 p.m., except from June 1 to Labor Day may work until 9:00 p.m. A day of rest from work is required if the total hours employed per week exceed 30 or if more than 6 hours are worked on any one day during the week.

Overtime hours as defined by the California State Department of Industrial Relations cannot be paid with funds from NCCC.

WORK EXPERIENCE PAYROLL PROCEDURES
Work experience participants will be paid minimum wage for a maximum of 40 hours per week excluding holidays unless worked.  Overtime is not allowed.
Pay Periods

The pay periods will be on a bi-weekly basis.  All participants will receive a copy of the payroll schedule which indicates pay periods, the date when each time sheet is due in our office, and the dates in which checks will be distributed.  Participants will be paid bi-weekly.  
Holiday Pay

Participants are not paid for Holidays not worked.
Time Cards

Time cards are due in the respective North Central Counties Consortium administrative office by 5:00 p.m. on the time card due date.  The participant and the supervisor are responsible for seeing that the time card, properly signed by both supervisor and participant, is submitted to our office by the time card due date.  

Time cards must be completed in ink and all corrections on the daily hours worked must be initialed by both participant and supervisor. Time cards may not be corrected with “white out”.

Paychecks

Paychecks will be issued every other Friday.  Arrangements will be made to either pick up participant checks at the respective One-Stop or Program Operator office, deliver checks to the worksite, or mail checks to the participant.

Income Tax information
On or before January 31, you may receive a W-2 form (statement of Earnings) provided you did not claim “except” on your W-4 form.  The W-2 form indicates the amount of wages earned in the program in order for you to file your taxes. If your address changes during or after your participation in the program please notify the WIA Office so that your W-2 form will be mailed to the correct address.

Unemployment Insurance (UI) benefits:
“Wages earned through unemployment in this Project cannot be used to establish eligibility for Unemployment Insurance (UI) benefits pursuant to Section 634.5 [e] of the UI Code.  However, if you were employed prior to your enrollment in the work experience program, you may be eligible for UI benefits as result of that employment and should consult with the nearest Employment
Development Department office.”

IMPORTANT INFORMATION & PHONE NUMBERS
Name and Address of Worksite: ___________________________________

_________________________________________________________________

_________________________________________________________________


Phone Number: ___________________

Worksite Supervisor(s) Name(s): _________________________________

_________________________________________________________________


CONTACT PERSONS
In case of accident or injury to the participant on the job, or for any other questions or problems contact the following persons:

__________________________________________________________________

__________________________________________________________________

	
[image: image2.png]



	2010
PAYROLL SCHEDULE




	Pay Period
	Time Cards
due into NCCC 
by 5:00 p.m.
	Pay Checks
Available

	01/04/10  –  01/17/10
	Wednesday  –  01/20/10
	Friday  –  01/29/10

	01/18/10  –  01/31/10
	Wednesday  –  02/03/10
	Friday  –  02/12/10

	02/01/10  –  02/14/10
	Wednesday  –  02/17/10
	Friday  –  02/26/10

	02/15/10  –  02/28/10
	Wednesday  –  03/03/10
	Friday  –  03/12/10

	03/01/10  –  03/14/10
	Wednesday  –  03/17/10
	Friday  –  03/26/10

	03/15/10  –  03/28/10
	Wednesday  –  03/31/10
	Friday  –  04/09/10

	03/29/10  –  04/11/10
	Wednesday  –  04/14/10
	Friday  –  04/23/10

	04/12/10  –  04/25/10
	Wednesday  –  04/28/10
	Friday  –  05/07/10

	04/26/10  –  05/09/10
	Wednesday  –  05/12/10
	Friday  –  05/21/10

	05/10/10  –  05/23/10
	Wednesday  –  05/26/10
	Friday  –  06/04/10

	05/24/10  –  06/06/10
	Wednesday  –  06/09/10
	Friday  –  06/18/10

	06/07/10  –  06/20/10
	Wednesday  –  06/23/10
	Friday  –  07/02/10

	06/21/10  –  07/04/10
	Wednesday  –  07/07/10
	Friday  –  07/16/10

	07/05/10  –  07/18/10
	Wednesday  –  07/21/10
	Friday  –  07/30/10

	07/19/10  –  08/01/10
	Wednesday  –  08/04/10
	Friday  –  08/13/10

	08/02/10  –  08/15/10
	Wednesday  –  08/18/10
	Friday  –  08/27/10

	08/16/10  –  08/29/10
	Wednesday  –  09/01/10
	Friday  –  09/10/10

	08/30/10  –  09/12/10
	Wednesday  –  09/15/10
	Friday  –  09/24/10

	09/13/10  –  09/26/10
	Wednesday  –  09/29/10
	Friday  –  10/08/10

	09/27/10  –  10/10/10
	Wednesday  –  10/13/10
	Friday  –  10/22/10

	10/11/10  –  10/24/10
	Wednesday  –  10/27/10
	Friday  –  11/05/10

	10/25/10  –  11/07/10
	Wednesday  –  11/10/10
	Friday  –  11/19/10

	11/08/10  –  11/21/10
	Wednesday  –  11/24/10
	Friday  –  12/03/10

	11/22/10  –  12/05/10
	Wednesday  –  12/08/10
	Friday  –  12/17/10

	12/06/10  –  12/19/10
	Wednesday  –  12/22/10
	Thursday  –  12/30/10

	12/20/10  –  01/02/11
	Wednesday  –  01/05/11
	Friday  –  01/14/11


DATES IN BOLD = CHANGE DUE TO HOLIDAY SCHEDULES
ACKNOWLEDGEMENT OF RECEIPT AND REVIEW OF HANDBOOK

This is to acknowledge that I have received, reviewed, and understand my personal copy of the NCCC Workforce Investment Act Work Experience Program Participant Handbook.  In consideration for my employment, I agree to read, observe, and abide by the conditions of employment, policies and rules contained in the handbook.  I understand and agree that from time to time, circumstances will undoubtedly require that the policies and procedures described in this Handbook to be amended or modified by NCCC.  All effective changes will be in writing and may occur at any time, with or without prior notice.  

I further understand and agree that my employment is entered into voluntarily and at all times shall remain “at will” and that I am free to resign at any time.  Similarly, NCCC is free to terminate my employment or alter the conditions of my employment at any time, with or without cause.  I also understand that the terms set forth in this handbook represent the entire understanding between NCCC and me and that this understanding cannot be amended or altered in any way by oral statements made to me.  The only way in which this understanding set forth in this handbook can be altered is by written agreement signed and dated by NCCC’s Executive Director
I understand that I have the right and ability to have this handbook reviewed by any attorney of my choosing and that I sign this Acknowledgment of Receipt and Review without duress or misunderstanding.  

	PARTICIPANT 
	WORKFORCE INVESTMENT ACT STAFF

	
	

	Signature of WIA Participant
	Signature of WIA Staff

	
	

	Print Name of WIA Participant
	Print Name of WIA Staff

	
	

	Date
	Date


Instructions:

Two original signed copies of the Acknowledgement of Receipt and Review of Handbook are required. One original copy will be maintained in the Participant’s WIA case file and one original copy will be given to the Participant.
(Participant Copy)
ACKNOWLEDGEMENT OF RECEIPT AND REVIEW OF HANDBOOK

This is to acknowledge that I have received, reviewed, and understand my personal copy of the NCCC Workforce Investment Act Work Experience Program Participant Handbook.  In consideration for my employment, I agree to read, observe, and abide by the conditions of employment, policies and rules contained in the handbook.  I understand and agree that from time to time, circumstances will undoubtedly require that the policies and procedures described in this Handbook to be amended or modified by NCCC.  All effective changes will be in writing and may occur at any time, with or without prior notice.  

I further understand and agree that my employment is entered into voluntarily and at all times shall remain “at will” and that I am free to resign at any time.  Similarly, NCCC is free to terminate my employment or alter the conditions of my employment at any time, with or without cause.  I also understand that the terms set forth in this handbook represent the entire understanding between NCCC and me and that this understanding cannot be amended or altered in any way by oral statements made to me.  The only way in which this understanding set forth in this handbook can be altered is by written agreement signed and dated by NCCC’s Executive Director.
I understand that I have the right and ability to have this handbook reviewed by any attorney of my choosing and that I sign this Acknowledgment of Receipt and Review without duress or misunderstanding.  

	PARTICIPANT 
	WORKFORCE INVESTMENT ACT STAFF

	
	

	Signature of WIA Participant
	Signature of WIA Staff

	
	

	Print Name of WIA Participant
	Print Name of WIA Staff

	
	

	Date
	Date


Instructions:

Two original signed copies of the Acknowledgement of Receipt and Review of Handbook are required. One original copy will be maintained in the Participant’s WIA case file and one original copy will be given to the Participant.

(Case File Copy)
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