Employer Summer Employment Orientation Outline
1. Thank you! – Thank the employers for becoming summer employment hosts.  Explain how many experiences we were able to develop and that this is an important experience for youth to learn what they do and don’t like in the world of work.

2. Why Summer Employment? Summer employment immerses each youth in the world of work, where they can get first-hand information about job skills and careers. By bringing students into the workplace, “having a job” becomes very real and tangible for them. Employment can provide exciting reasons why students should stay in school. It creates a critical link between education and success. Summer employment provides students with opportunities to actively gather information about a particular type of job before deciding where they want to focus their attention. 
3. Matching – Explain that YouthWorks works with community based organizations and local schools to identify the youth and their interests.  We do our best to match youth to employment experiences that mirror their interests.  YouthWorks will then send youth to interview for positions.  If employers are not already informed of who their youth employee will be, they will receive an email from YouthWorks in the near future with that information.  

a. Youth Application (contains Emergency Contact Information – If possible, give the host their respective youth’s emergency contact information.  If we don’t have this form for each employer’s youth, distribute/show employers a blank youth application, so they know what to expect.  Assure them that we will mail/email/fax them a copy once we receive it.  Point out the Photo Consent line on the application (#6), so that if they want to take pictures and use them in their promotional pieces they can, provided the youth checked “yes”.

· Note: This should not be faxed to employers if the youth’s SSN number is filled out!

4. Work Site Agreement – to be provided by Heather Stevens

5. Youth Expectations – All youth are expected to arrive on time, dress appropriately (according to host’s instructions) and not use electronic equipment during the employment experience.  However, in coordinating hundreds of experiences, we know that circumstances may arise by which the youth does not adhere to these expectations.  We ask that the hosts contact us immediately in the event that a youth is not meeting expectations. 

a. Note: Business Cards – Bring your business cards and pass out to appropriate employers (staff member specific).  Make sure you reiterate to them that you should be their first point of contact if they are experiencing any issue with a youth.  We want to know sooner rather than later, so that we can intervene sooner rather than later! 

6. Child Labor Laws – to be provided by Heather Stevens

7. Meaningful Work Experience – Talk to employers about making sure the work tasks that they are giving the youth are meaningful to them.  That’s not to say that a youth can’t do the seemingly mundane parts of the job, but hosts should take the time to explain why the “mundane” work is also important to the organization…provide a bigger picture for the youth.  You can pull more on this from the Employer Guidebook.  We would like the youth to walk away with an understanding of the following four things:

a. Host’s career path

b. Education/training needed to pursue host’s particular career

c. Basic skills necessary for this particular career

d. Personality traits that tend to do well in this career

Distribute the hand out Planning a Meaningful Job Shadow Experience.  Review it with the employers.
8. Sign in Sheets – to be provided by Heather Stevens

9. Turning in your Time Sheet – Please print out these forms on letterhead and distribute to employers.  

a. Stress the deadline and that it is the youth’s responsibility to turn in timesheets.  If timesheets are not received, that youth may not get paid until the next pay period.

Summer 2009 Employee Timesheet – Give them a timesheet, so they can at least see what it looks like (if they haven’t already). Walk them through what we will be looking for from the youth.  They may be able to help the youth in filling out the timesheet:  

b. Print clearly.

c. Employers should sign timesheets only after they have been filled in.  

· Employers really have to verify that the youth are actually working the times that they are documenting.  

· Youth are not permitted to mark anticipated hours of work (provide an example using the day the timesheet is submitted.  Hours from this particular day will appear on the next timesheet).

d. Put the actual date (not the day of the week, i.e. Monday) in the chart.  

e. Let them know that we don’t pay for lunch time, so if they take a lunch they must mark the time out and back in.  

f. Total up the number of hours at the end of the row, then at the end of the week, total up the last column.

Also, please explain to the employer what our parameters are for youth taking breaks or lunches.  This way, everyone (youth, YW staff, and employers) are clear on what is expected and acceptable.

10. Site Visits – Explain that you will be doing site visits during the employment experience.  Site Visits will occur separately between you and the employer and you and the youth.  Explain that you will call the employers ahead of time to make sure they and the youth are around when you plan to do the site visit.  Site visits should only take 10 minutes of the employer’s time and are meant to garner candid feedback around the youth’s successes and challenges.  Site Visits should only last about 10 minutes with the youth too and are not meant to take the youth away from the work that they need to get accomplished, but just to check in and see what they are working on and how they are doing.  

11. Portfolio Workshops – to be provided by Heather Stevens
12. Host Evaluations – Explain that we want to know how the entire experience went and to that end will be administering evaluations for the employer as well as the youth at the end of the summer employment experience.  Completing this evaluation should not take more than 5 to 10 minutes and doing so ensures that we can improve on our successes!  Pass out evaluations at the orientation, so they know what is expected of them.  Assure employers that if they misplace this one, we are happy to email them another copy after the shadowing experience in complete.
a. NOTE – We are asking you to return a copy of this completed survey to YouthWorks.  It would be wonderful if hosts faxed the survey!

13. Youth Evaluations – Explain that we will also be asking youth to evaluate the shadowing experience.  Consider passing out these evaluations, so hosts can see how they are being evaluated.
a. NOTE – We are asking youth to return a copy of this completed survey to YouthWorks.  It would be wonderful if this evaluation was faxed along with your evaluation (#9 above) and the completed Questions from Youth (#7 above) to YouthWorks at the end of the shadow experience!
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