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WAGE REGULATION ACT

It is unlawful for any employer to employ, permit or suffer to work any person without first informing the employee of the amount
of wages to be paid (T.C.A. §50-2-101). All wages or compensation of employees in private employments shall be due and payable
at least semi-monthly. Notice of regular paydays shall be posted by each employer in at least two conspicuous places.

REGULAR PAYDAY POSTED AS FOLLOWS: (T.C.A. §50-2-103).

Each employee must have a 30-minute unpaid rest break or meal period if scheduled to work 6 hours consecutively, except in
workplace environments that by the nature of business provide for ample opportunity to rest or take an appropriate break.
Such break shall not be scheduled during or before the first hour of scheduled work activity (T.C.A. §50-2-103).

No employer shall discriminate between employees in the same establishment on the basis of sex by paying any employee salary
or wage rates less than he pays to any employee of opposite sex for comparable skill, effort, and responsibility, and which are
performed under similar working conditions (T.C.A. §50-2-202).

CHILD LABOR ACT
Minors 14 and 15 years of age may not be employed Minors 16 and 17 years of age may not be employed

(T.C.A. §50-5-104): (T.C.A. §50-5-105):
. During school hours; 1. During those hours when the minor is required to attend
. Between 7:00 pm and 7:00 am; classes;
. More than 3 hours a day on a school day; 2. Between the hours of 10:00 pm and 6:00 am, Sunday
. More than 18 hours a week during school weeks; through Thursday evenings preceding a school day, except
. More than 8 hours a day on non-school days; with parental or guardian consent. Then, the minor may work
. More than 40 hours a week during non-school weeks. until midnight no more than 3 of the Sunday through
Thursday nights.

BREAK OR MEAL PERIOD (T.C.A. §50-5-115)
A minor must have a 30-minute unpaid break or meal period if scheduled to work 6 hours consecutively. Such break shall not be
scheduled during or before the first hour of scheduled work activity.

OCCUPATIONS PROHIBITED FOR MINORS UNDER THE AGE OF 18 (T.C.A. §50-5-106)

In or about plants or establishments manufacturing or 15. Wrecking, demolition and ship-breaking operations;
storing explosives or articles containing explosive 16. Roofing operations;
components; 17. Excavation operations;
Motor vehicle driving occupations; 18. Inany place of employment where the average monthly gross
Coal mine occupations; receipts from the sale of intoxicating beverages
Logging and sawmill operations; exceed twenty-five percent (25%) of the total gross
Operation of power-driven woodworking machines; receipts of the place of employment, or in any place of
Exposure to radioactive substances and ionizing radiations; employment where a minor will be permitted to take orders
Operation of elevator and other power-driven hoisting for or serve intoxicating beverages regardless of the amount
apparatus; of intoxicating beverages sold in the place of employment;
Operation of power-driven metal forming, punching and . Any occupation which the commissioner shall by
shearing machines; regulation declare to be hazardous or injurious to the life,
Mining elements other than coal; health, safety and welfare of minors;

. Slaughtering, meat packing, processing or rendering; . Posing or modeling alone or with others while engaged in

. Operation of power-driven bakery machines; sexual conduct for the purpose of preparing a film,

. Operation of power-driven paper products machines; photograph, negative, slide or motion picture;

. Manufacture of brick, tile and kindred products; . Occupations involved in youth peddling.

. Operation of circular saws, band saws and guillotine shears;

DUTIES OF EMPLOYERS (T.C.A. §50-5-111)
Employers of minors shall:
1. Post in a conspicuous place on the business premises a printed notice of the provisions of the Child Labor Act furnished by
the department;
2. Maintain a separate file record for each minor employed which shall be kept at the minor’s place of employment and shall
include the following:
a. Employment application;
b. Copy of minor’s birth certificate, drivers’s license, state issued ID or passport, as evidence of age by statute;
c. Accurate daily time record for all minors subject to the provisions of this Act;
d. Any records qualifying a minor for exemption under T.C.A. §50-5-107 (8)-(13);
Allov&(ri the dgpartment to inspect all premises where minors are or could be employed and the contents of the individual file
records; an
Furnish the department with records relative to the employment of minors.
If a minor is 16 or 17 years of age and is home schooled, the file must include documentation from the Director of the LEA,
the home school, or church-related school that confirms the minor’s enrollment and authorization to work.

For information on state laws contact the Tennessee Department of Labor and Workforce Development Labor Standards Division
(615)741-2858 (option 3) - Toll Free (866)588-6814 - www.tn.gov/labor-wfd

; R The TN Department of Labor and Workforce Development is committed to
Tennessee De.parlmen_t of Labor & Wo.rktorce principals of equal opportunity, equal access, and affirmative action. Auxiliary aids
De\{el?inen"tggllhzm‘??l_o“ 3?37;77’ S’OOtO and services are available upon request to individuals with disabilities.
COPIES, AEUS + HS DU COCRINET) Callers with hearing impairments may use TTY 615-532-2879, TTY 1-800-848-
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OUR MISSION
Welcome to the Workforce Innovation and Opportunity Act (WIOA) Work Experience Program.  The purpose of the work experience program is to connect youth with employers / worksites that will serve as mentors to provide opportunities to develop skills, knowledge, and work behaviors to increase employability skills. The program focuses on enhancing youth’s soft skills as the building blocks for long-term success in career development. Youth can work for a government, nonprofit, or for-profit employer.
GOALS

The Workforce Innovations, Inc.’s work experience program will enhance your exposure to the World of Work and assist you in making a successful transition into adulthood through economic independence.
· To provide work experience at job sites that are safe and well supervised;

· To enable you to develop good work habits and employment related skills;

· To facilitate your goals of long-term employment and self-sufficiency;

· To increase your understanding of higher education and career options available to you;

· To provide you with job readiness skills such as, self- confidence; ability to work as a team; communication skills with employers, co-workers, and customers; time management; problem solving skills; ability to accept and learn from criticism; adaptability; and positive work ethic. 

WELCOME STUDENTS AND PARENTS
The Work Experience program is administered by Workforce Innovations, Inc. (WFI) in partnership with the American Job Center system. Workforce Innovations, Inc., as your employer of record, provides general oversight and direction for work experience.  

Welcome to the youth work experience program. Your active involvement and participation in this program will be an important down payment on your future success in the workforce.  As a student, this is your opportunity to develop a foundation of work ethics from which you will draw upon throughout your career.  We not only want you to work hard at whatever assignment you receive, but we want you to have a good time doing it and feel a sense of accomplishment at the end of the work experience program.

The benefits you receive from the program are directly related to the amount of effort, interest, and enthusiasm you contribute while participating in the program.  The Career Advisors and worksite supervisors will be available to assist you in accomplishing your goals, but you have to put forth the effort it takes to be successful.

GENERAL INFORMATION
This handbook is intended to help you understand how the program operates and what is expected of you.  Topics that are covered include basic job expectations, rules and regulations, discipline and termination procedures, payroll policies, and your rights and responsibilities.  Many of your questions should be addressed in this handbook.  Keep this handbook so that you can get information when you need it.

If you cannot find the answers to your questions about this program, or if you want information about long-term services (to include training services at the local universities, community college or technology centers), contact your Career Advisor.
In the event you will be late or absent from work, it is important that you contact your work site supervisor as soon as possible.  If you are unable to reach your work supervisor, contact your Career Advisor.
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Henderson, TN 38340
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Fax: (731) 438-3244

Haywood (Brownsville) 

Specialized AJC

20 N. Washington

Brownsville, TN 38012

(731) 772-0603

Henderson (Lexington)

Affiliate Site

80-B South Broad Street

Lexington, TN 38351

(731) 249-7036
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McNairy (Selmer)

Specialized AJC

134 N. 3rd Street

Selmer, TN 38375

(731) 645-7264

Southwest TN 

Workforce Board

Administrative Office

208 N. Mill Ave.

Dyersburg, TN 38024

(731) 286-3585

Fax: (731) 286-3584

 

 
YOUR FIRST DAY
On the first day of your new job, you can expect to be nervous.  This is natural, so try to relax.  After a few days, you will feel more comfortable.  Be sure you know who your work-site supervisor is and ask him/her questions about your job.  Listed below are several questions that your supervisor should be able to answer.

· What are the hours I am expected to work?
· How am I supposed to dress for work?
· What are my main responsibilities?
· Are there work breaks and when?
· Where do I go when I am having problems with an assignment?
· Where are the restrooms?
· Who, when, and where do I call if I am late or have to be absent?
· What should I do if I get hurt or sick on the job?
· If I complete my work, whom do I contact about another assignment?
· Are there dangerous work situations or chemicals that I need to be aware of?
· If I am having difficulties getting my job done on schedule (or on time), what should I do?
· How do I fill out my timesheet?
· If my main supervisor is away from my work area, whom do I report to?

FREQUENTLY ASKED QUESTIONS
How long does the program last?

The Work Experience program will be approximately 8 weeks but will vary depending on how you were determined eligible. Your Career Advisor will relay the length of your work experience at the time of enrollment. 
How much are participants paid?

At a minimum, individuals who are working will be paid $8.00 but standard is 100% of the starting wage of the position you are hired for.  You will have social security taxes deducted from each check and you may have federal withholding taxes deducted, unless you are exempt from paying taxes.
How often will participants be paid?

The Work Experience pay schedule will run bimonthly. The 1st - 15th with the pay date being the 1st of the following month (ex: pay period 01/01/2024-01/15/2024, paid on 02/01/2024) and the 16th - last day of the month with a pay date being the 16th of the following month (ex: pay period 02/16/2024-02/29/2024, paid on 03/16/2024). In the event that the 1st or 16th fall on a weekend or holiday, pay dates will be the last working day leading up to the weekend or holiday. 
Can participants be fired or terminated?
Yes!  Participants participating in a work experience are treated like any other employees.  They can be terminated or fired for any number of reasons, including but not limited to:

· Absenteeism

· Tardiness

· Refusing to work

· General disobedience
· Stealing

· Fighting

· Using illegal or prescription drugs or alcohol

Participants can be suspended or have other usual disciplinary action taken.  The place where you work sets organization standards; you are expected to follow these standards.  Please contact your Career Advisor if you have concerns.

How are break times determined?

Interns must have at least a thirty (30) minute, unpaid break or meal period if scheduled to work 5.5 hours consecutively, or 1 hour if you are scheduled to work 7.5 consecutive hours. This break should not be scheduled during or before the first hour of scheduled work activity.  Any other break times are at the discretion of the worksite and the supervisor.

What should I do when I complete my assignment?

It is your responsibility to go to your supervisor and inform him/her that you have completed your work assignment and need additional work.  It is important that you take the initiative in asking for more job responsibility.

Who do I talk to if I have a problem?

Ordinarily, you should talk to your supervisor first.  If you do not understand a work assignment or you do not have the right tools or equipment to do the job, you should consult your supervisor.  If you need to take a break, go to the bathroom, etc., you should let your supervisor know.  If you know that you will have to miss work, be late, or have to leave work early, you should also discuss this with your supervisor.  If you cannot notify your supervisor, you can contact your Career Advisor.

If you are not comfortable discussing a problem directly with your supervisor, you should consult your Career Advisor.  Questions about payroll (your check), not covered in this handbook should always be directed toward your Career Advisor or to the American Job Center in your county.
What should I do if I have a complaint?

If your complaint is with your worksite supervisor, you may want to contact your Career Advisor to role play how to address your concern or complaint.  If your complaint is with your Career Advisor, then you may contact their supervisor, Director of Program Services, Kena Hamm, at 731-286-3585 ext. 418, or Assistant Director of Program Services, Catherine Vandyke, 731-286-3585 ext. 422. 
JOB READINESS SKILLS

Every job has hundreds of behaviors that you have to master in order to be considered competent to hold that job.  Most of us think first of the vocational or technical aspects of being a doctor, nurse, plumber, scientist, etc.  We associate physicians with diagnoses, illness and prescribing remedies; nurses with providing patient care; plumbers with repairing frozen water pipes, etc.  These technical skills are core or fundamental activities, are usually complex, and require a significant amount of time to master.
There is another group of behaviors. These behaviors are found in almost every job – whether the job is an entry-level position or a job that requires years of training and experience.  These behaviors are called by a number of terms including “soft skills or people skills.”  During this program we will call them job readiness skills.
Several of these job readiness skills are listed below.  As you review them, we hope that you will work hard to develop new skills in these areas.

Your supervisor and your Career Advisor will expect you to exhibit these behaviors as well as to perform the technical part of your job.  If you are not sure how to behave – ask them for help and directions.  Other people who can help you are parents, teachers, and more experienced workers.  
BEHAVIORS THAT WILL BE EXPECTED OF YOU, INCLUDE:

1. Having good personal appearance and hygiene.

2. Being on time.

3. Asking questions to make sure you understand the job, company policies, and expected behaviors.

4. Learning company/organization policies and procedures.  Focus especially on those concerning safety, getting the job done well, and fitting in.

5. Organizing work activities.

6. Socializing on breaks and lunch only.

7. Maintaining a positive attitude about your job.

8. Maintaining a positive attitude about your supervisor.

9. Using company/organization time fairly.

10. Getting along with others.

11. Cooperating to get the job done.

12. Following directions.

13. Being honest.

14. Handling constructive criticism well – both accepting and giving criticism.

15. Being friendly with co-workers, customers, etc.

16. Controlling negative emotions.

17. Showing respect for others.

18. Handling problems and complaints appropriately.

INTERN RESPONSIBILITIES

You will be evaluated 2 times during the work experience on the basis of your behavior and work performance.  Listed below are tips for you to consider:

· Dress as required by your worksite and your job duties.

· Attend meetings scheduled by your Career Advisor and worksite supervisor.
· Let your worksite supervisor know of problems you may be experiencing.

· Follow rules about smoking, lunch hours, phone calls and texting, breaks, safety, etc. established by your worksite.

Listed below are the SKILLS FOR SUCCESS Competencies you will be evaluated on during your work experience this summer:

Work Ethic & Professionalism

	Skill 
	Performance Expectations

	Attendance and Punctuality
	Showing up in a timely manner prepared for work

Providing sufficient notice if unable to report for work

	Workplace Appearance
	Dressing appropriately for position and duties

Practicing personal hygiene appropriate for position and duties

	Accepting Direction and Constructive Criticism
	Accepting direction and feedback with positive attitude through appropriate verbal and non-verbal communication skills

Displaying willingness to work in a cooperative manner 

	Understanding Workplace Culture, Policy and Safety
	Demonstrating understanding of workplace culture and policy

Complying with health and safety rules for the specific workplace

Respecting confidentiality and exhibiting understanding of workplace ethics


Communication and Interpersonal Skills

	Skill 
	Performance Expectations

	Speaking
	Speaking clearly 

Using language appropriate to the environment, both in person and on the phone

	Listening
	Listening attentively

Making and maintaining eye contact appropriate to the workplace culture

	Interacting with Co-workers
	Relating positively with co-workers

Working productively with individuals and in teams

Respecting racial and cultural diversity


GENERAL WORKSITE RULES

You must observe all rules at your worksite.  Anyone failing to observe these rules may be terminated from the program.

1.
Attendance

Be on the job every day unless you are sick.

If you are ill, you must call your worksite supervisor and tell him/her of your absence before the regular work time.  You will not be paid for any days or time missed from work nor will you be able to make up days later.
2.
Attitude

Be interested and eager to complete any job- 
related duty.  Refusing to do assigned tasks

may result in your dismissal from the worksite.

3.
Punctuality

Report to the job at the correct time each

day.  Telephone when emergencies make it

necessary to be late and tell your Worksite

Supervisor your expected arrival time.  You will
not be paid for the amount of time missed.


4.
Worksite Property
The supplies used at your worksite should be






treated with respect and care. Damaging or 






destroying worksite supplies or equipment may






result in your termination.

TIPS TO RETAIN YOUR JOB
Keeping a job requires more than the ability to do it well.  It means dealing with such difficulties as getting to the job, boredom with the work and problems with either co-workers or your supervisor.  Stay with the job and try to resolve any problems.  By concentrating on your own performance and developing good work habits, you can avoid all of these problems and gain personal satisfaction from your work.

Some Tips for You to Consider:

1. Show up every day.  Your job needs you – just as much as you

need it.  If you do not show up, someone else has to do your work.

This could affect the entire project.  If you are really sick, call your

supervisor as soon as you are sure you will be absent – DO NOT 

WAIT UNTIL THE LAST MINUTE.

2. Come to work on time.  If you show up late for work, you are

holding up everyone else.  Your supervisor must make sure that all

workers show up at least ten minutes early.  This gives you time to

talk to friends, or do something else to get in the attitude for work.

Being on time means starting to work on time, not what time you walk in the door.  If you know you will be late, let your supervisor know.

3. Find out how you are doing.  If your supervisor does not meet 

with you regularly to evaluate your progress, you should ask him/

her how you are doing at least once a week.  Find out what tasks your supervisor thinks you do well, what things need to be done 

better, and what areas need improvement.  Do not be afraid of

criticism.  Constructive criticism is not meant as an attack to put

you down.  It is meant to help you improve your work skills.

4. Listen and ask.  Be sure that you know what your duties are and

how to do them correctly.  When you are being trained or given

instructions, listen very carefully and ask as many questions as you want.  Don’t be afraid to say “I don’t understand what you want”.  Be sure you know what you are doing before you start a task.  Repeat back to your supervisor what you think they are asking you to do.

5. Keep busy.  If you find you have run out of work to do, DO NOT

SIT AROUND waiting for somebody to tell you what to do next; look

around to see what still needs to be done.  If you do not see anything, go to your supervisor and ask for more work.
6. Do your best.  Always do your best.  Everyone is different.  If you

can work really fast and still get the job done, that is great!  If 

you are slower, but steady and dependable, that is also very good.

Just make sure that you are doing your best even if others are goofing off.  You may not enjoy every part of your job.  There may be some duties that you just do not like, or your supervisor may ask you to do something that you really do not want to do.  Some tasks simply have to be done by somebody, so do them well and get them and get them over with.  If a task really turns you off, do it anyway.

7. Take care of your personal appearance.  Be neat and clean.  

Wear clothes that are right for the job.

8. Be friendly.  Make a real effort to get along well with other workers

and your supervisor.

GRIEVANCE PROCEDURES
Grievance concerns a violation of your rights and privileges as a Work experience intern.  If you feel you have a grievance, try to work it out with your worksite supervisor.  If you and your worksite supervisor cannot resolve the problem, contact your Career Advisor or their supervisor, Kena Hamm 731-286-3585 ext. 418, or Catherine Vandyke 731-286-3585 ext. 422. 
PAYROLL STANDARDS

Daily Standards – In most cases, you will work a seven (7) or eight (8) hour day with a lunch break.  Interns must have at least a thirty (30) minute unpaid break or meal period if scheduled to work five and a half (5.5) hours consecutively, or 1 hour if you are scheduled to work 7.5 consecutive hours. This break should not be scheduled during or before the first hour of scheduled work activity. You will not be paid for lunch breaks, and you must sign in and out for lunch each day.  Any other break times are at the discretion of the worksite and supervisor.

Weekly Standards – Payroll periods run bimonthly. Most workers will be scheduled to work twenty to thirty (20-28) hours each week, but you can work up to forty (40) hours a week. 
General Standards – Each worker will be paid only for hours worked.  There are no vacation or sick days.  If you are sick and do not work, you will not be paid.  When the worksite is closed for a holiday (example – Independence Day or July 4th), you will not be paid.  If you finish an assignment early and leave the worksite, you will be paid only for the hours worked.  Any participant who claims time not actually worked is subject to suspension or termination.  Unexcused tardiness and absences may also result in suspension or termination from the program.

Check with your supervisor if you have other questions about wages, hours and situations concerning payroll.

YOUR TIMESHEET
It is your responsibility to complete your timesheet accurately.  When your timesheet is incorrect, your check may be delayed.  Please focus on the following items when you fill out your timesheet.

· Complete your timesheet daily – This includes writing in the time when you report for work, the amount of time you take for your scheduled break (30 minutes – 1 hour), and end your workday.  You must also sign at bottom of the timesheet that this information is correct.

· Write in Blue or Black Ink Only – Timesheets completed with pencil or colored ink will be returned.

· Consult with your supervisor about any changes – All changes or errors must be initialed by your supervisor.
· Do not fill out your timesheet in advance – Times are to be filled in when you enter and leave your worksite.  You should sign your timesheet when you finish your work each pay period.
PAYROLL DEDUCTIONS

Some money is taken from most employee paychecks to pay for taxes and for employee benefits.  You may have deductions from your check to pay for social security and withholding taxes.  These taxes are summarized below:

Withholding Taxes

Withholding taxes are taxes a worker pays on the money he / she earns.  The federal government uses the money collected from these taxes to provide public services, including the WIOA Youth Employment & Training Program.
Not all workers have to pay withholding taxes to the federal government.  Some workers do not have withholding taxes deducted from their checks because they make less than the minimum amount that the federal government taxes.  This will include many workers in the WIOA Youth Program.

Social Security taxes are paid by all workers.  The Social Security Act was passed by the Congress of the United States in 1935.  It was passed to give American workers protection during their working years and upon retirement.  Social Security taxes (also known as F.I.C.A.) will be deducted from your paycheck.

Social Security payments are made only in the event of retirement, disability or death.  This means that you probably will not be receiving social security payments in the near future.

CHILD LABOR STANDARDS

The Child Labor Act prohibits the employment of minors in certain occupations and in working conditions that may be hazardous. In addition, it contains the following restrictions.

MINORS 14 AND 15 YEARS OF AGE MAY NOT BE EMPLOYED: 

· During school hours;

· Between 7:00 p.m. and 7:00 a.m., if the next day is a school day;

· Between 9:00 p.m. and 6:00 a.m.;

· Note: The U.S. Department of Labor does not allow a minor to work past 7:00 p.m. from Labor Day to June. 

· More than 3 hours a day on school days;

· More than 18 hours a week during a school week; 

· More than 8 hours a day on non-school days; or

· More than 40 hours a week during non-school weeks. 

MINORS 16 AND 17 YEARS OF AGE MAY NOT BE EMPLOYED:
· During those hours when the minor is required to attend classes;

· Between the hours of 10:00 p.m. and 6:00 a.m., Sunday through Thursday evenings preceding a school day, except with parental or guardian consent. Then the minor may work until midnight no more than three nights Sunday through Thursday. 
· Forms shall remain valid until the end of the school year in which it is submitted or until termination of employment, whichever shall occur first. Consent forms are available from the Tennessee Department of Labor and Workforce Development's Division of Labor Standards.

BREAK OR MEAL PERIOD: 

A minor must have a thirty (30) minute unpaid break or meal period if scheduled to work six (6) hours consecutively, or 1 hour if you are scheduled to work 7.5 consecutive hours. Such breaks shall not be scheduled during or before the first hour of scheduled work activity.
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HAZARDOUS CHEMICALS

Chemicals are used at every worksite.  Some chemicals are liquids, such as cleaners, aerosol sprays, gasoline or solvents.  Solid chemicals include substances such as wood dust of insecticide powder.  Chemicals may also be gases, such as carbon monoxide (fumes from a car or tractor), Freon or welding fumes.

Most workplace chemicals are safe, but some are hazardous and can harm your health.  The effects can be short-term, resulting in dizziness, headache, fainting or irritation to eyes, nose, throat or lungs.  Burns and rashes may occur, as well as nausea and vomiting.  Hazardous chemicals can also cause such long-term effects as damage to organs, allergies or cancer.
You have a right to know about any hazardous chemicals at your job.  If you have any questions about chemicals at your worksite, ask your worksite supervisor or Career Advisor for information.  You can also ask to see the Material Safety Data Sheet (MSDS) for any hazardous chemical that you might come in contact with.  The MSDS contains information about specific chemical effects and worker protection.

The safety of any chemical depends on its safe use.  When using a chemical, follow these rules:

· Never use a chemical until you understand the proper use of the chemical and any safety precautions.  Although you may be using chemicals that you use all the time at home or school, you may find that different rules apply at the workplace.

· Always read labels on containers and follow label instructions.

· Never use a chemical in an unlabeled container until you are told what the chemical is and how it can be used safely.

· Always ask questions when you are not sure about a chemical and its proper use.
· Always report any injury or illness (that you think might have been caused by a chemical) to your supervisor and WIOA counselor.
· You should be aware that the State of Tennessee Hazardous Chemicals Right to Know Laws are posted at your worksite.  If you do not know where they are posted, ask your supervisor.
Your supervisor and Career Advisor are working to protect you from hazardous chemicals, but you must help by protecting yourself.  Be aware of the chemicals at your job.  Follow safety rules and use all precautions.  When in doubt, ask your supervisor.
EMERGENCY NOTIFICATION
The Workforce Innovation and Opportunity Act (WIOA) requires completion of an Emergency Notification Form in the event that you have an accident or emergency on the job.  This form includes emergency information about whom to contact if you are injured, your family doctor, medical records, insurance information, etc.

You will be expected to complete an Emergency Notification Form before going to work.  A copy will be kept at your worksite (in the supervisor’s folder), the American Job Center, and with the Worksite.  No participant will be allowed to work without completing an Emergency Notification Form first.  This form must be signed by your parent or guardian if you are not eighteen years old or older.

WORKERS COMPENSATION INSURANCE

Worker’s Compensation Insurance is a special type insurance which covers accidents and injuries that occur as direct result of a person’s job.  If a participant has an accident and injures himself, no matter how slightly, it must be reported immediately to the worksite supervisor and Career Advisor.  The supervisor and/or the counselor will then determine whether or not a “Tennessee Employers First Report of Work Injury” should be filled out.

If the participant is injured on the job and requires medical attention, the supervisor and/or the Career Advisor will ensure that the participant is taken to the doctor or a hospital emergency room for treatment.  As a youth employee, he / she is covered by Workforce Innovations, Inc. Worker’s Compensation policy number.  Contact your Career Advisor as soon as the injury occurs.

EQUAL OPPORTUNITY

No person shall, on the grounds of race, color, religion, sex, national origin, age, handicap, veteran status, political affiliation, or belief be discriminated against, or denied employment as a participant, administrator, or staff person in connection with any component of the Workforce Investment Act.

A copy of “Equal Opportunity Is the Law” will be posted at your worksite.  This poster outlines the resolving of discrimination complaints.  If this document is not posted, ask your supervisor or Career Advisor for a copy of other information you need.
DRUG-FREE WORKPLACE

The unlawful manufacturing, distribution, dispersion, possession, or use of a controlled substance is prohibited in the workplace.  You must notify your Career Advisor of any drug convictions for a violation in the workplace no later than five (5) days after such a conviction.  Violation of this standard will result in your immediate dismissal from the Youth Work Experince Program and/or participation in a drug abuse or rehabilitation program approved for such purposes by federal, state, or local health judicial or other appropriate agency.

COMPLAINT PROCEDURES
If you believe you were treated unfairly, first try to resolve the problem with your supervisor.  If you are not satisfied, you should take the following steps:
1. Prepare a written statement describing exactly what happened, where it happened and when it happened.

2. Give the names and addresses of other people who knew about or had anything to do with the matter.
3. The Local Workforce Development Area Administrative Office has forms on which you can file your complaint.  The staff will assist you in completing the form.

4. File your written complaint with the Administrative Office at:

208 N. Mill Ave
Dyersburg, TN 38024

Attn: Laura Speer 
5. Any complaint alleging discrimination due to ethnic background or handicapped status should be filed within 180 days of the alleged incidence with the United States Department of Labor and Administrative Office.

Basic Standards of Complaint Procedures:

1. With the exception of complaints alleging fraud of criminal activity, the complaint must be filed within one year, after the alleged incidence.
2. Within thirty (30) days, after filing a complaint, a hearing (when requested), will be provided.  The complainant will have the opportunity to present any evidence at the hearing.  The complainant will be given written notice of the time, date and place of the hearing.  The complainant will have the right to have witnesses or legal counsel present at the hearing.

3. Within sixty (60) days, after a complaint is filed, a decision will be issued.
4. If no decision is rendered within sixty (60) days, you have to request a review of your complaint by the Tennessee Department of Labor & Workforce Development.  If you are not satisfied with an adverse decision by the Local Workforce Investment Area Service Center, you may appeal the decision to the Tennessee Department of Labor’s Commissioner within ten (10) days.  Within thirty (30) days after the Tennessee Department of Labor & Workforce Development has received the complaint, a final determination of the complaint will be made.

5. You may also use the grievance procedures utilized by the training facility or employer.

YOUR FUTURE

Good luck in your job or classes this year!  This is an excellent opportunity to learn new skills and earn some money. WFI staff are available to assist you in making this Training Program a success.

We are also available to assist you in starting your work career.  There are other job training programs in the area to help you get the skill you need.  Contact your Career Advisor for more information about these programs and available financial aid.
STATEMENT OF RECEIPT OF HANDBOOK
This statement acknowledges receipt of the Work Experience Intern Handbook. I have either reviewed the document independently or a staff person has discussed the handbook with me, and I understand the material contained in the Handbook. I have also been given the opportunity to ask questions and gain clarification on any issues I did not fully understand. _____(initial)

______________________________________________________________________
Participant Signature 
Date

______________________________________________________________________

Career Advisor Signature
 Date

Workforce Innovations, Inc. is an equal opportunity employer program, and auxiliary aids services (ADA) are available upon request.
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