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Greetings!
Thank you for submitting a pledge to employ STEP-UP Discover interns – with wages paid by STEP-UP at your agency this summer. I look forward to working with you. 

The next step for your agency is to complete the documentation required for participation as an approved STEP-UP worksite. Please read this document carefully.
All of the required forms are included in this document. These forms must be completed and submitted by March 31, 2017. Note that in addition to the packet, we also require a current Certificate of Liability listing STEP-UP as an additional insured. (If such documentation has already been submitted, please advise STEP-UP staff). 

All forms may be submitted by email, mail or in-person delivery.  Please do not fax. 

All questions can be directed to Nina Robertson at nina.robertson@minneapolismn.gov 

612-673-5118. 
Required:

· Agency Information Form

· Worksite Agreement Form
· Travel and Background Check Form

· Job Description Form (online form here: http://tinyurl.com/zuu2p5p)
· Certificate of Liability listing STEP-UP as an additional insured
ALL Forms are due to STEP-UP on 

March 31, 2017

Submit completed forms to nina.robertson@minneapolismn.gov or 

105 5th Ave S, Suite 200, Minneapolis, MN 55401

STEP-UP Agency Information Form (Page 1 of 1)
Agency Name: _______________________________________________
    Date: 

Will the interns be working at more than one location within your agency? If so, please list the locations and their addresses.
It is highly suggested that you provide some type of orientation for your STEP-UP interns during the first week of internships. What kind of training will you provide? Please include details.
Will you be doing any fieldtrips or off-site travel?
         Yes                   No

If yes, please describe and note on the STEP-UP Travel Form.
For a few agencies, youth must complete orientation prior to the official start of STEP-UP. Will you need to do any orientation or training prior to June 19th? If so, when would it take place and for how many hours? **Please note, if there is an orientation prior to June 19th it must be listed on your Job Description Form AND approved by STEP-UP. **

Agency Representative (Print): 


Signature:                                                                                           

Date:
STEP-UP Worksite Agreement (Page 1 of 2)

This agreement is entered into by the City of Minneapolis via Minneapolis Employment and Training Program (METP) and the agency listed on the second page of this agreement (which is herein referred to as the STEP-UP PROGRAM WORKSITE) to provide summer youth employment and training services.

The intent and purpose of the STEP-UP Program is to provide safe, meaningful, and adequately supervised work experience, career exploration, and skill building activity as described on the job description form(s), for economically disadvantaged youth without discrimination because of race, color, creed, religion, political affiliation, disability, marital status, sexual orientation, or beliefs.  All worksites must adhere to the rules and regulations governing youth employment including the following:

· Americans with Disabilities Act

· Right-to-Know Act;

· MN Data Practices Act;

· EEO Affirmative Action Policy; 

· Both state and federal child labor laws and the MN Child Labor Standards Act; and 

· No STEP-UP PROGRAM WORKSITE shall allow youth workers to provide services or engage in political or religious activity as part of the work assigned.

In order to assure that the purpose of the work assignment is fulfilled, the responsibilities of the STEP-UP PROGRAM WORKSITE are as follows:

SUPERVISION:  To provide that all supervisors, who directly supervise STEP-UP Program youth, receive orientation as to their duties and responsibilities to the program and youth workers. Worksite supervisors shall be of such age and experience as to fully meet the needs of the youth workers and the youth workers to Supervisor ratio shall not exceed 5:1.  To assure that a substitute supervisor will be available when the regular supervisor is absent and that this substitute is also provided with sufficient orientation to assure compliance with program requirements.  To provide that all youth participants are oriented as outlined in the supervisor’s manual prior to the start of their job.

TIME, ATTENDANCE, AND COMPENSATION: To be accountable for time and attendance of youth workers; maintaining sign-in sheets in a form that provides for individual daily sign-in; and bringing, within the payroll deadlines, completed timesheet/payment requests to specific locations assigned to the worksite.  To provide written evaluation of the youth worker’s performance with each timesheet and at other times as required.  Youth workers shall only be paid for hours worked (i.e., no pay for lunch breaks, holidays, or unworked hours).  METP shall pay youth workers’ wages as established by the United States Department of Labor.  STEP-UP PROGRAM WORKSITES shall be responsible for all payroll costs for any hours worked beyond the maximum of 20 hours per week.  In the case where youth workers are selected for off-site educational academic enrichment activities, the maximum hours that can be worked at the worksite shall be 24 hours. To provide METP staff, in writing, any reasons for youth worker termination as well as notification of deficiency in the youth worker’s performance.  

THE CITY (METP) DOES NOT AUTHORIZE YOUTH PARTICIPATION IN THE FOLLOWING:

(1) OFF-SITE TRAVEL WITHOUT PROOF OF ADEQUATE INSURANCE COVERAGE; OR

(2) ANY ACTIVITIES THAT OCCUR OR TAKE PLACE AFTER WORK HOURS

(3) FURTHERMORE, FAILURE TO ADHERE TO NUMBERS 1 AND 2 ABOVE, PLACES ALL RISK SOLELY ON THE AGENCY.

WORK ASSIGNMENTS: To adhere to all memorandum procedural revisions, rules, and regulations governing the METP STEP-UP PROGRAM. To assure sufficient equipment and/or materials to carry out all work assignments.  To assure that sufficient work is available to occupy the participants during the regularly scheduled work hours. To provide contingency work plans during inclement weather if the worksite normally has workers doing out-of-doors work.  Every worksite must have a signed copy of this agreement and approved job description(s) at the worksite.   

STEP-UP Worksite Agreement (Page 2 of 2)

The STEP-UP WORKSITE accepts responsibility for teaching safety precautions and procedures, reporting all accidents and injuries, ensuring all injured employees receive required medical attention and for completing necessary injury report forms and submitting them to METP within 24 hours of any accident or injury. 

ACADEMIC ENRICHMENT: To cooperate with the educational academic enrichment component and encourage youth workers to attend all scheduled educational activities.  A youth worker shall not be permitted to work during the time they are assigned to attend an academic enrichment activity.  Failure to cooperate in academic enrichment activity will necessitate the termination of the youth workers at their STEP-UP PROGRAM WORKSITE.

MAINTENANCE OF EFFORT: No youth can be placed at a worksite where:

·  A participant will displace current employees (including partial displacement such as a reduction in the hours of non-overtime work, wages, or employment benefits);

· An individual is in layoff status from the same or similar job;

· The employer has terminated a regular employee or otherwise reduced its workforce with the intention of replacing paid employees with subsidized participants;

· A participant will in any way infringe upon the promotional opportunities of currently employed individuals; or

· Existing labor contracts are impaired unless the labor organization concurs.

No STEP-UP PROGRAM WORKSITE shall hire a youth worker at their worksite if a member of the youth worker’s immediate family is employed in an administrative capacity (including supervisor) or an Officer of the Board of that agency.  Immediate family means wife, husband, mother, father, sister, or brother.

It is further accepted that failure to fulfill obligations of this agreement is just cause to terminate this agreement.  METP will seek appropriate placement of youth workers with another agency. 

All promotional materials developed by worksite organizations must include acknowledgment to the City of Minneapolis and the Minneapolis Employment and Training Program for funding of youth worker wages.

	AGENCY COMPLETES THIS SECTION

	NAME OF AGENCY


	(e.g., Neighborhood Clean-Up Program)



	If you have more than one worksite, list the names of the worksites that are covered by this agreement (should match worksites from Job Description)
	(e.g., Blaisdell, Metro West and Camden) 

	___________________________________________     ​​​ __


________




Director of Agency Signature



          Phone


    Date

Every worksite must have a signed copy of this worksite agreement and approved job description(s) and Addendum(s) at the worksite.


	METP COMPLETES THIS SECTION








     
(612) 673 -​​​​​​​​ 5234__________________
_______

METP STEP-UP Director Signature



        Phone
                                   Date


Worksite Documents
The following are the requirements for the worksite.  The worksite shall check one box under each area and sign at the bottom. Please note: No changes or additions can be made to this form. Regardless of the answers to these questions, a Certificate of Liability is required to be a worksite.

a) 1. Worker Travel 

STEP-UP workers are not involved in any travel while working under supervision at my agency. 

STEP-UP workers are involved in travel while working under supervision at my agency. 

Our agency utilizes non-agency, privately owned, operated and insured transportation to transport STEP-UP workers. 

Our agency utilizes agency owned vehicles for the youth travel needs. 

STEP-UP travel necessary and associated with working at this worksite


1)___________________________________________________________


2) ___________________________________________________________


3) ___________________________________________________________


4) ___________________________________________________________


Mode of transportation used for necessary travel: 

1)___________________________________________________________


2) ___________________________________________________________


3) ___________________________________________________________


4) ___________________________________________________________

Other travel that will or may occur during the STEP-UP worker’s experience at this worksites AND the mode of transportation used for this travel. 


______________________________________________________________


______________________________________________________________


______________________________________________________________


______________________________________________________________

b) 2. Staff Background Checks

 Our agency conducts a criminal background check on staff that supervise STEP-UP youth.

Our agency does not conduct criminal background checks on staff that supervise STEP-UP youth. Our agency agrees to defend, indemnify and hold the City of Minneapolis and its officers and employees harmless against all lawsuits and claims and to accept liability for said lawsuits and claims attributed to the acts and omissions of our staff. 

c) 3. Certificate of Liability
Certificate of Liability is required to be a worksite.

Our agency has submitted a Certificate of Liability listing STEP-UP as an additional insured. (if such documentation has already been submitted, please advise STEP-UP staff).

Our agency has NOT submitted a Certificate of Liability listing STEP-UP as an additional insured. Please explain plan for getting this to us. We will NOT place interns at your agency without this.
Worksite Name (printed) __________________________________________________________

Agency Director Signature _________________________________________Date____________
