The Mississippi Partnership Local Workforce Development Area

C2C Participant Orientation For Work Experience 
WHAT IS WORK EXPERIENCE?
The purpose of the Work Experience Program is to give young people the chance to work and gain useful skills. The program is funded through the Mississippi Partnership Local Workforce Development Area under the guidance of Three Rivers Planning and Development District.  The goals of the Work Experience are:

1. Provide you with employability skills training, which means that you will learn work habits, skills, and attitudes sought by employers to enhance your future employability.

2. Provide you with a job which will:

a. Introduce you to the world of work;

b. Introduce you to sources of information on career opportunities;

c. Provide you with adequate supervision on the job; and

d. Provide you with income in return for your work.
3. Provide our local communities with needed services that can be performed by youth who participate in the C2C Program.

YOU AND YOUR JOB

We want to be able to give you a good recommendation when you make application for jobs in the future. You will be performing two types of skills during your employment:  Work Maturity Skills (skills you will need for any type of job) and Job Specific Skills (your ability to perform actual tasks required by your job).  Examples of each type of skill are listed below:

	Work Maturity Skills

· Good attendance

· Arriving at work on time

· Positive attitude

· Appropriate appearance

· Getting along with fellow employees

· Following instructions

· Completing tasks

· Accepting criticism
	Job Specific Skills

· Typing

· Mopping floors

· Filing papers

· Operating a machine

· Answering the telephone

· Picking up trash

· Data entry


All jobs are useful.  Your willingness to do your job and to accept supervision is an important part of the program. You will not be permitted to change your job unless it makes it unduly hard on you, and this hardship would not exist on another job.  If you are having a problems on your job, contact your WIOA youth provider and talk with him/her about it.

Youth Provider’s Name:__________________________________________ Phone Number: __________________

YOU AND YOUR WORKSITE SUPERVISOR

Your supervisor has the job of showing you the work to be done and how to do it in the best and safest way.  If you need help or more explanation about a task or job, ask questions.  Your supervisor can do a better job if he or she is aware of your problems. If you have any problems or questions with your job, let your supervisor know right away so the problems can be worked out quickly and easily.

Work Site Supervisor’s Name: ____________________________________ Phone Number: ___________________

Child Labor:
Anyone who is under 18 years old is protected by the Federal "Child Labor Laws."  These laws tell you when you can work, where you can work, and what you can do at work.  You do not have to work any place that is UNSAFE, UNHEALTHY, or DANGEROUS.  If you think that the job you are asked to do is against the Child Labor Laws, speak to your worksite supervisor and your counselor as soon as possible.

Rights:

No person in the WIOA C2C Program shall, on the grounds of race, color, religion, sex, national origin, handicap, or political affiliation or belief, be discriminated against, or denied employment as a participant.

Grievance
If for some reason you believe that you have been treated unfairly, you have the right to change 
Procedures:
the situation.  In order to do this, it is necessary that you make every attempt to resolve the situation with your worksite supervisor.  You will need to provide the following information in writing:


1.
The specific nature of the complaint, 2. The date the event happened, 3. The names of the persons or the organizations involved, 4. Your name and address, and 5. The date that you filed your complaint. 
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