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Northern Virginia Workforce Development Program
Operated by the Fairfax County Department of Family Services on behalf 
of the Northern Virginia Workforce Investment Board

Thank you for your interest in being a business worksite.  Please let us know the skills and tasks you would be able to train a young adult, ages 16-21, to perform during their summer work experience at your site by filling out the information below.  For most of the young adults participating during the summer, this will be their first exposure to the world of work.

If a young person’s location, availability, and interests match accordingly with the opportunity for training and tasks at your worksite, we will be in touch with you to finalize your company’s participation in the program.  Thank you for helping us to connect Northern Virginia’s young adults to the skills, confidence, and support they need to be successful in today’s competitive labor market.  

DEADLINE TO TURN IN WORK SITE AGREEMENT: FRIDAY, JUNE 18th!
Please return this form to Jeanna Vaughn via fax at 
(703) 531-6291 or email jeanna.vaughn@fairfaxcounty.gov.

Questions? Call or email Jeanna Vaughn, phone: (703) 533-5341

Worksite Information

	Name of Business/Agency
	

	Street Address of Worksite


	

	City, State, Zip
	

	Supervisor at the worksite the worker will report to (name and title)
	

	Telephone number of supervisor
	

	Email address of supervisor
	

	Please give a job description and tasks the worker will perform at the worksite.
	


Please Note:

Most participants will start their work experience during the weeks of Monday, June 28 or Monday, July 5.  
The work experience will last 6-8 weeks from the participant’s start date.

Participants can work 25-30 hours a week, Monday-Friday, during normal business hours (8am-6pm).
Participants cannot work on Saturdays or Sundays.  
Supervisors and participants are able to work out schedules accommodating to both parties. 
 It is suggested to keep the schedule consistent throughout the summer. 
From the list below, select the skills that the participants will acquire or be trained in at your worksite.  Check all that apply. 

	( Filing          ( Photocopying            ( Typing          ( Faxing               (Answering Phones     
( Data Entry      ( Word Processing     ( Databases       ( Spreadsheets       ( Internet/E-mail                         

( Inter-office Communication      ( Team Work      ( Time Management       ( Customer Service

( Maintenance            (  Repair Work         (  Childcare            (  Cleaning      (  Stocking     ( Automotive Related Skills     ( Healthcare Related Skills    ( Food Preparation/Culinary Skills


Any other skills the participant will learn: _________________________________________________________________________
_________________________________________________________________________
Will the participant be using machines or tools at the worksite?  If so, which?

________________________________________________________________________________
________________________________________________________________________________
Preferred start date (between Monday, June 28 and Wednesday, July 7):______________________
If you would like more than one worker, how many can you accommodate?____________________

The times the worksite supervisor will be onsite for the participant:

	Monday
	From
	
	To
	

	Tuesday
	From
	
	To
	

	Wednesday
	From 
	
	To
	

	Thursday
	From
	
	To
	

	Friday
	From
	
	To
	


SkillSource Group, Inc. and the Department of Family Services Staff Will:

1. Provide job counseling and related employment and/or education workshops and services throughout the summer.

2. Maintain contact with the worksite supervisor and young adult to ensure productivity and progress of a participant.
3. Provide emergency contact information to worksite for the young adult.

4. Be available to worksite supervisor to address any concerns or questions throughout the summer.
5. Provide liability coverage and administer the stipend payment process for the young adult.

The Worksite Will:

1. Provide work experience and/or training for participants.
2. Furnish necessary materials to allow participants to perform assigned tasks.
3. Not use participants to displace current employees or to fill vacant established positions or perform tasks that would have the effect of reducing regular employee’s work hours.
4. Not use participants to perform political, electoral, religious, or partisan activities or in response to a strike, lockout, or other bona fide labor dispute.

5. Provide reasonable working conditions that are not in violation of federal, state, or local health or safety standards.

6. Provide competent supervision to participants. 

7. Prepare two evaluations (at the mid-point and end of the summer) and sign Participation Records for each participant.  Participant records are to be faxed to Jeanna Vaughn at (703) 531-6291 every two weeks.  A stipend schedule and blank participation records will be furnished to the supervisor prior to the young adult’s first day at the worksite.

8. We invite your company to send a representative to attend the “Summer Work Experience Recognition Ceremony” on Thursday, August 12 in the evening (time and location to be announced) so we can thank you for your support as well as honor the young adults who dedicated their summer to working and learning!
Signatures

Business/Worksite Representative

Name:_________________________________________

Signature:______________________________________        Date: ___________________

Department of Family Services Staff Representative

Name:_________________________________________

Signature:______________________________________        Date: ___________________

Please return this form to Jeanna Vaughn via fax at 

(703) 531-6291 or email jeanna.vaughn@fairfaxcounty.gov
