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Thank you for your interest in serving as a worksite for the Youth Employment Program.  This manual provides 
you with the policies and procedures used in this program.  Please read this manual carefully. Share this 
information with other staff members and the Youth Program participant. Contact us with any questions. 
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Scott County Youth Program Introduction 
Workforce Innovation and Opportunity Act (WIOA) and Minnesota Youth Program (MYP) funds are granted 
annually to Scott County. The worksite agreement (attached) specifies a two (2) year agreement period for the 
worksite. The Job Specification will detail the program, specific time frame, job duties and the specific 
department/unit staff who are supervising the program participant. 
 
Scott County Youth Program offers year-round activities, summer programming and limited internships. The 
program pays the youth the prevailing minimum wage and provides workers’ compensation coverage.  
 Year-round youth program may involve job preparedness, work experience and support services.  
 Summer employment opportunities and paid or unpaid work experience are combined into one program 

element. 
 Limited internship is an opportunity for a youth to “job shadow” or “prove” to an employer that they will be a 

good employee. The internship time frame will vary depending on the job skills needed; a minimum of 2 
weeks (20 hour/week) to a maximum of 12-14 weeks (30 hours/week). 

 

Regulations 
The Workforce Innovation and Opportunity Act (WIOA) provides opportunities and vocational training to 
disadvantaged adults and youth.  The Youth Employment Program is a part of the Act.  For more information 
see https://mn.gov/deed/job-seekers/find-a-job/targeted-services/youth-employment/wia-youth-program.jsp. 
The Minnesota Youth Program (MYP) serves the same population.  For more information see 
https://mn.gov/deed/job-seekers/find-a-job/targeted-services/youth-employment/mn-youth-program.jsp. 
  

Purpose 
The Youth Program is designed to help eligible youth achieve academic and employment success. 

 
WIOA identifies 14 required youth elements: 

1. Tutoring, study skills training, instruction, and dropout prevention services 
2. Alternative secondary school services or dropout recovery services 
3. Paid and unpaid work experience 
4. Occupational skills training 
5. Education offered concurrently with workforce preparation and training for a specific occupation 
6. Leadership development opportunities 
7. Supportive services 
8. Adult mentoring 
9. Follow-up services 

10. Comprehensive guidance and counseling 
11. Financial literacy education 
12. Entrepreneurial skills training 
13. Services that provide labor market information 
14. Postsecondary preparation and transition activities 

 

Staff 
Mary Jo Noehring (Scott County Employment and Training Counselor – Youth Programs) 
Scott County Government Center West  
Attn: Mary Jo / E&T 2nd Floor 
200 4th Avenue West 
Shakopee, MN  55379-1220 
952-496-8529 / MNoehring@co.scott.mn.us 

 
 

https://mn.gov/deed/job-seekers/find-a-job/targeted-services/youth-employment/wia-youth-program.jsp
https://mn.gov/deed/job-seekers/find-a-job/targeted-services/youth-employment/mn-youth-program.jsp
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Worksite Agreements 
The youth will only do the work described on the Job Specification.  All worksite supervisors must be aware 
of and abide by the conditions of the Worksite Agreement.  You must notify Scott County Employment and 
Training Office immediately of hiring freezes, strikes, or layoffs. 
 

Hiring Process 
 Youth will receive a list of available worksites at a program orientation.  We inform them to call you to 

schedule a time to complete an application and interview for your job.   
 Have the youth complete an application at your worksite. You may use our agency’s application.  This 

provides the youth with an opportunity to develop life skills and to practice these skills in a workplace 
environment. 

 Contact Scott County Staff upon hiring a youth.  The Worksite Supervisor must notify the County staff 
before the youth begins work.  Call Mary Jo at 952-496-8529. 

 

Data Privacy 
All participants in the Youth Employment Program are protected by the Minnesota Data Practices Act.  The 
following data is public information: the participant's name, salary, job title, job duties, dates of employment, 
and work location.  All other requests for information including the participant's address or phone number must 
be referred to the county (see attached How We Use Your Personal Information). 
 
A medical form has been provided to the youth’s parents to complete and return to the Worksite Supervisor. 
There is a copy of the Health Information Form in this manual for you to have the parents complete if you 
have not received one by the 1st day of work (see attached form). 
 

Equal Opportunity 
Participants in the Youth Employment Program are not Scott County employees but are trainees in the WIOA 
or MYP programs. Scott County, as the facilitator of these programs, requires treatment as an Equal 
Opportunity Employer.  No agency or worksite supervisor will discriminate with respect to any                     
Youth Employment Program applicant or participant because of race, religion, color, national origin, sex, age, 
or politics.  See attached Equal Opportunity is the Law form. 
 

Complaint and Appeal Policy 
This is addressed in the Equal Opportunity is the Law (see attached form).  The County will maintain a 
signed copy in the participant’s file.  Please see the attachment section to review a copy of this form. 
 

Worksite Orientation  
Worksite Supervisors need to complete an orientation for all the Youth Employment Program participants you 
hire.  Include their job duties, safety precautions, emergency procedures, and worksite personnel policies.  
Attached is a Worksite Orientation Form to assist you. 
 

Computers / Cellular Phones 
As part of your orientation, be sure to cover your worksite’s policies on computer and cell phone use. Please 
ensure the youth understand your security policies and restrictions on use of computers and cell phones. 
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Harassment in the Workplace 
It is the policy of Scott County that the workplace environment shall be free of harassment in any form against 
program participants of Scott County.  Complaints of harassment will be thoroughly investigated, and violations 
may result in termination of the Worksite Agreement. 
 
Sexual harassment shall be defined as any repeated or unwarranted verbal or physical sexual advances, 
sexually explicit derogatory statements, or sexually discriminatory remarks which are objectionable to the 
recipient, cause the recipient discomfort or humiliation or interfere with the recipient's job performance. 
 
Please review with the youth your agency's policy and procedures on workplace harassment / sexual 
harassment as part of your orientation.   
 

Supervision 
The youth should learn good work habits, to be on time for their job, follow instructions of the supervisor, and 
develop a positive attitude toward their job.  Much of this development depends upon the supervision and 
leadership provided by the worksite supervisor.  A good work experience for the youth is the main goal of 
Youth Employment Program.  Supervisor or their delegate is to be always available. 
 

Parent / Guardian Contact 
The supervisors are instructed to contact Scott County Counselor to report: 
 Youth leaving the site during work hours 
 Accidents/incidents at the worksites 
 Absences 
 Terminations/suspensions 

 
Scott County staff will contact parents as soon as notified from the supervisors. Parents are informed of the 
situation(s) and status of the youth. Scott County will reconnect with both the supervisor and parents for a 
resolution to the situation.  
 

Safety 
Worksites must provide a safe environment for the Youth Employment Program participants.  Worksites shall 
provide a safety training and job orientation to advise the participants of possible worksite hazards.  Instruct 
them in the safe use of all tools and equipment.  Also inform them of your emergency procedures and how you 
expect them to react in the event of a fire or accident.  If a supervisor doubts the safety of a job or job site, 
work should be halted immediately.  Do not resume the job until it can be done safely.   
 

Child Labor Laws  
You must abide by the Child Labor Laws as a Youth Employment Program worksite. See attached Guide to 
Minnesota’s Child Labor Standards Act.  Please review this information and contact Scott County Staff if you 
have questions. 
 

Employee Right to Know Act 
This act requires employers to inform employees of hazardous substance, harmful physical agents or 
infectious agents they may be exposed to in their workplace.  You must provide training to your employees and 
the program participants and have written information available to them.  Label the containers of hazardous 
substance and equipment or work areas that generate harmful physical agents.  Workers have a conditional 
right to refuse to work under imminent danger conditions or if you have not provided the required information or 
training.  Included is an Employee Right to Know Training Record (see attached form) to be completed for 
each participant to ensure that instruction on safety and proper use of chemicals has been provided.  The 
worksite keeps the signed copy of this form. 
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Workers’ Compensation - First Report of Injury 
Scott County Employment & Training covers all Youth Employment Program participants for Workers’ 
Compensation. 
 
In the event of an accident: 

1. If an emergency (uncontrolled bleeding, head injury, unconscious seizures, etc.), dial 911 for immediate 
care. 

2. For all other cases, take the participant to a nearby health facility.  Obtain a Physician’s 
Report/Employee Work Status Report or similar form that the Physician’s office has generated. 

3. Gather information from the employee regarding the injury for the Scott County Accident/Incident 
Reporting System and complete First Report of Injury (see attached forms).  Deliver or fax it to Scott 
County staff at 952-496-8685 immediately. 

 

Payroll Procedures 
 Youth are paid the prevailing minimum wage for up to 39 hours per week.  
 NO OVERTIME IS ALLOWED. 
 Report the time on the Youth Time Sheet (see attached form). 
 A workweek is from Monday to Sunday. 
 Youth are paid for actual hours worked.  Youth are not paid for lunch breaks, holidays, vacations, or sick 

leave.  
• Minnesota state law requires employers to provide restroom time and sufficient time to eat a meal. If 

the break is less than 20 minutes in duration, it must be counted as hours worked. 
• Time to use the nearest restroom must be provided within each four consecutive hours of work. Meal 

time applies to employees who work eight or more consecutive hours (see Minnesota Statutes 
177.253 and 177.254). 

 Report the time in 15-minute increments (.25, .50, .75). 
 Fill out the time sheets neatly, accurately and completely. 
 Supervisors and the youth participant must sign all completed time sheets. 
 Supervisors are responsible for submitting the competed forms to prevent any alterations. 
 Time sheets are due by 4:00 p.m. on due date listed on the form. 
 Scott County processes all checks.  All checks will be electronically deposited into the participant’s bank 

account. All participants will need to provide an email address to access their check details.  No special 
arrangements will be made. 

 

Work Readiness Skills 
Integral to the Youth Employment Program is the importance of assisting young people in developing the 
necessary skills and abilities to succeed in the workplace.  Developing basic employability skills and 
competencies are necessary if an individual is to be successful in the workplace. Work Readiness skills 
identifies the set of skills that are needed for solid job performance. 
 
Work Readiness Skills examine the demands of the workplace and determine whether the current and future 
work force is capable of meeting those demands.  Competencies are the skills necessary to succeed in the 
workplace.  Foundations are skills and qualities that underlie the competencies. 
 
To help youth develop their skills, the skills have been incorporated into the Scott County Youth Employment 
Program.  These areas must be assessed and evaluated with each youth during the program.  A summary of 
the Work Readiness skills is included on reverse side of the youth time sheet (see attached form). 
 
You must complete the back of the time sheet three times during the worksite assignment.  The timeframes 
should be the first payroll period, once during the middle of the program, and on the final time sheet. Dates are 
noted on the timesheet.   Please discuss the progress the youth has made in covering the work tasks and 
mastering Work Readiness Skills. This process can cover how the youth can apply what they learn to home 
and school.  This is also a good time to evaluate any need for changes in the youth's work responsibilities. 

https://www.revisor.leg.state.mn.us/statutes/?id=177.253
https://www.revisor.leg.state.mn.us/statutes/?id=177.254
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Discipline and Termination 
Worksite Supervisors have the responsibility for employment discipline of the youth participant.  Use your 
agency's discipline procedures.  Contact Scott County Staff for assistance to resolve any problems and to 
advise on implementation of any corrective action.  You may terminate the participant from your worksite; 
however, the termination must be in writing.  Complete the supervisor’s portion of the Participant Termination 
Form (see attached form) and return to Scott County staff. The participant will complete their section of this 
from and will be maintained in the participant’s file.  Though the youth is no longer working for you, they are not 
terminated from the program. 
 
Use or possession of non-prescribed chemicals, alcohol, or marijuana is grounds for immediate termination.  
Scott County provides counseling for the participants experiencing chemical problems.  Contact the Youth 
Employment Program staff for more information. 
 

Monitoring 
Scott County staff will monitor the worksites during the time participants are present.  We will discuss the youth 
participant’s job performance with the Worksite Supervisor and the youth.  We check attendance records, 
accuracy of job descriptions and compliance with Child Labor laws and other regulations.  We will recommend 
corrective action if we discover deficiencies.  Representatives of the Federal and State governments may 
monitor the worksites on a random basis as well.  By participating in the Program, you agree to allow access to 
your facilities in order for this monitoring to be accomplished.  
 

Worksite Compliance with Laws and Regulations 
1. The Worksite shall comply with all applicable Federal, State and local laws, rules and regulations which 

deal with or relate to the employment of persons who perform work or are trained under this agreement. 
 

2. The Worksite will comply with all applicable Affirmative Action, Fair Labor, Health, Safety, and 
Environmental Standards. 

 
3. The Worksite will comply with Title VI of the Civil Rights Act of 1964 (PL 88-352) and in accordance with 

Title VI of that Act no person in the United States shall on the grounds of race, color, sex, age, national 
origin, or political affiliation or beliefs, be excluded from participation be denied benefits of or be otherwise 
subjected to discrimination under any Federal program. The worksite will prohibit employment 
discrimination where (1) the primary purpose of the grant is to provide employment or (2) discriminatory 
employment practices will result in unequal treatments of persons who are or should be benefiting from the 
program. 

                        
4. The Worksite will comply with the provisions of the Hatch Act which limits the political activity of the 

participant. 
 
5. In accordance with Section 504 of the Rehabilitation Act of 1973, as amended, and regulations issued 

pursuant to said Act, the Worksite will not discriminate on the basis of handicap in providing employment 
opportunities and services. 

 
6. The Worksite shall comply fully with the provisions of the Occupational Safety and Health Act of 1973, 

Minnesota Statutes Chapter 182, and all applicable regulations and safety standards promulgated there 
under in order to assure the safety of all participants in the employment and training programs. 

 
7. The Worksite shall comply fully with the Right-to-Know Act.  The Worksite is required to inform participants 

of hazardous substance, harmful physical agents or infectious agents they may be exposed to in their 
workplace.  The Worksite must provide training and written material available to the participants and have 
all hazardous substances, equipment or work areas labeled properly. 
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8. The Worksite certifies that the participant will not participate in activities or training for any church religious 
affiliated agencies or businesses. 

 
9. Worksite certifies that they will not hire a person for a position if a member of the person's immediate family 

is engaged in an administrative or supervisory capacity for the Worksite or the County.  Immediate family 
means wife, husband, daughter, son, mother, father, sister, brother, sister-in-law, brother-in-law, aunt, 
uncle, niece, nephew, stepparent or stepchild. 

 
10. Worksite certifies that it has completed and submitted a Maintenance of Effort form stating that it will not 

hire a participant with funds available under this agreement if any other person is on layoff from the same 
or substantially equivalent job or the same or substantially equivalent position is vacant due to a hiring 
freeze, termination of an employee or where an employee has resigned. The Worksite must inform the 
County if one of these conditions exists.  

 
11. Worksite certifies that they have obtained concurrence from all appropriate collective bargaining agents 

and unions with respect to job duties of persons employed under this Agreement. Enrollees of this program 
are prohibited to use funds to be used to assist, promote, or deter union organizing. 

 
12. Worksite certifies that all data collected, created, received, maintained or disseminated for any purposes in 

the course of the Worksite's performance of this agreement is governed by the Minnesota Data Practices 
Act, Minnesota Statutes 13.01 - 13.89, or any other applicable state or federal regulations on data privacy. 
The Worksite agrees to abide strictly by these statutes, rules and regulations. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

ET-091 
Rev. 5/26/22 



Minnesota Workers' Compensation Assigned Risk Plan













ET-143 
Rev. 4/8/19 

SCOTT COUNTY EMPLOYMENT PROGRAM 
PARTICIPANT WORKSITE ORIENTATION 

 

 
 

This form is to be completed by the participant under the direction of their supervisor.  This may be accomplished in a 
group session or individual meeting.  The participant and the supervisor are to keep this form for future reference. 
 
 
Participant Name:  ________________________________                               
 
Worksite:  ________________________________________                                  
 
Supervisor's Name:    Phone Number: _____________________ 
 
If he/she is not available, I will report to: 
 
Supervisor's Name: ________________________________ Phone Number: _____________________________________              
 

 
The supervisor has covered the following policy and procedure with the client: 
 
 

 Job Duties  Safety Training: 

 Hours of Duty    Emergency Training (fire, tornado, etc) 

 Breaks and Lunch Periods    Data Practice/HIPPA (if applicable) 

 Dress Code    Employee Right to Know 

 Reporting Absence    First Aid Supplies 

 Computer & Cell Phone Use Policy    Safety Policy 

 Discipline    Report Accidents and Injuries 

 Evaluations    Equipment and Handling 

 Harassment in the Workplace     

 Data Practices & HIPPA (if applicable)  Other  
 
 
 
The checked areas have been addressed by the Supervisor and understood by the participant. 
 
 
 
________________________________________________________________             ____________________________                                                                
Participant's Signature                                           Date 
 
 
________________________________________________________________             ____________________________                                                                
Supervisor's Signature                                            Date  

 
 
 
 
 
 
 

 We are an equal opportunity employer / program provider of the American Job Center.  Auxiliary aids and services are available upon request to 
individuals with disabilities. Individuals with disabilities in need of an accommodation should contact 952-496-8310 at least 3 days prior to the event. 



Worksite Supervisor Orientation 
 

Worksite:              
Location:              
Supervisor Name:             
Alternative Supervisor:            
Orientation: 

  Dates of programming (if applicable) 
  Project goals  
  Outcomes 
  Program staff contact 
  Job specification 
    Adequate supplies 
    Sufficient work to do 
    Supervisor or their delegate is available at all times 
  Worksite agreement – Location & know the contents 
  Hiring 
    Participant call for interview 
    Application completed 
    Contact Scott County office 
  Worksite orientation checklist 
    Job duties and work hours 
    Inclement weather, where to go for tornado or severe storms 
    First aid kit location 

     Safety 
    Child labor laws 
    Worker’s compensation 
    Payroll 
    SCANS 
    Staff / Parent Contact 
    Discipline & termination   
    Monitoring 
    Laws & regulations 
 
               
Signature of Worksite Rep   Date 
              
Staff giving the orientation   Date 
 

We are an equal opportunity employer / program provider of the American Job Center.  Auxiliary aids and services are available upon request to individuals 
with disabilities. Individuals with disabilities in need of an accommodation should contact 952-496-8310 at least 3 days prior to the event. 
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Rev. 4/8/19 



 
 

Scott County Youth Employment Programs 
Health Information Form 

(Print clearly, fill out completely) 
 
Participant Name:                 
      Last Name       First Name          Middle Name         
Age:   Address:        City      Zip    
*Parent or Guardian's Name:             
Home Phone #      Work Phone #      Cell #     

Health History 
Participant has (check if appropriate) 
       Asthma         Seizures         Fainting Spells         Physical Impairment 
       Bronchitis        Diabetes         Heart Trouble         Hay Fever 

Allergic reaction to (please list):   
Medications:              
Food:      Insect:        
Does participant have a condition now requiring medication?  Yes            No            
If yes, please indicate condition:             
Is medication in possession of participant?  Yes            No            
Is participant capable of self-administration of prescribed medication?  Yes            No            

Name of medication:  _________________________________________________________________________  

*Is there anything concerning your child’s health or behavior we need to know?  Yes            No            

Please describe:  ____________________________________________________________________________  
Date of last Tetanus immunization:  _____________________  

List specific restricted activities:  _______________________________________________________________________________  

Family physician & clinic:  _____________________________________________________________________________________  
Contact in case of emergency  
Name:  _______________________________________________________________________  Phone # ______________________  
Address: _________________________________________________  City:  ____________________________ Zip:  ____________  

*Relationship to youth:  _______________________________________________________________________________________  
 

Parent Authorization 
I understand that participants in the Scott County Employment Program are covered under Workers’ Compensation. 
In the event of an accident or injury, supervisors of the worksite are instructed to take the participant to a provider 
for medical care. Parents or emergency contact will be notified as soon as possible.  The information above is correct 
and the named participant has permission to engage in all program activities as noted.  I have read and understand 
this authorization. 

Signature of Participant  __________________________________________________  Date:  ______________________________  

Signature of Parent / Guardian  ___________________________________________  Date:  ______________________________  

* If the participant is under 18 years of age, parents/guardians need to complete and sign.      
                                                                                                                                                                  ET-147 / Rev 4/8/19 



ET-226 
Rev. 10/4/18 

PARTICIPANT TERMINATION FORM 
 
 
 
I am writing to inform you that as of                    
                                                  Date                   Participant’s Name                 
no longer works at               
                               Worksite 
 

 

Supervisor Complete: 

The participant quit / was terminated because:           
(circle one) 
                

                

My recommendation for this participant is:           

                

                 

                                                      
                                              Worksite Supervisor Signature / Date 
 

 
Participant Complete: 
 
I quit / was terminated because:             
(circle one) 
               

                

My recommendation for this site is:             

                

                

                                                        
                                                Participant’s Signature / Date  
  
 

 

We are an equal opportunity employer / program provider of the American Job Center.  Auxiliary aids and services are available upon request to individuals 
with disabilities. Individuals with disabilities in need of an accommodation should contact 952-496-8310 at least 3 days prior to the event. 



This document can be provided in different forms, such as large print, 
Braille or audio, by calling (651) 284-5005.

PENALTIES FOR VIOLATION OF  
CHILD LABOR STANDARDS ACT  

An employer that fails to comply with 
provisions of the Minnesota Child Labor 
Standards Act will be subject to penalties 
under Minnesota Statutes §181A.12.  

Penalties range in amount from $250 to $5,000 
for each violation.

CONTACT INFORMATION

Department of Labor and Industry
Labor Standards

443 Lafayette Road N.
St. Paul, MN  55155-4306

	 Phone:	 (651) 284-5005
	 Toll-free:	 1-800-342-5354 
	 Fax:	 (651) 284-5740

dli.laborstandards@state.mn.us
www.dli.mn.gov/LaborLaw.asp

Version 1112

STANDARDS ACT
CHILD LABOR

Notice:  This brochure is a brief summary of Minnesota 
child labor laws and is intended as a guide. It is not to be 
considered a substitute for Minnesota statutes and rules.

A GUIDE TO MINNESOTA's



Minors are prohibited from working in the 
following capacities:
•	 serving liquor;
•	 working with hazardous materials such 

as explosives;
•	 operating power-driven machinery, 

including motor vehicles; and
•	 on or about construction sites.

A detailed list of prohibited work for minors 
can be found in Minnesota Rules 5200.0910 
and 5200.0920.

EXCEPTIONS TO PROHIBITED 
OCCUPATIONS MAY EXIST FOR:
17-year-old high school graduates and 
minors employed by a business that is solely 
owned and daily supervised by the minor's 
parents.

PENALTIES FOR VIOLATION OF 
CHILD LABOR STANDARDS ACT

An employer that fails to comply with 
provisions of the Minnesota Child Labor 
Standards Act will be subject to penalties 
under Minnesota Statutes §181A.12. 
Penalties range in amount from $250 to 
$5,000 per violation.

PROHIBITED 
OCCUPATIONS FOR MINORS

CHILD LABOR STANDARDS ACT

MINORS UNDER 16 MAY NOT WORK
STATE LAW (all employers)
•	 Before 7 a.m. or after 9 p.m. with the 

exception of a newspaper carrier
•	 For more than 40 hours a week or more 

than eight hours per 24-hour period, except 
in agricultural operations

•	 During school hours on school days 
without an employment certificate issued 
by the appropriate school officials

FEDERAL LAW (employers with annual 
sales or revenue of $500,000 or more)
•	 During the school year: 

– later than 7 p.m.; 
– more than three hours a day; or 
– more than 18 hours a week.

16- and 17-YEAR OLDS MAY NOT WORK
STATE LAW (all employers)
•	 Later than 11 p.m. on evenings before 

school days or before 5 a.m. on school days. 
With written permission from a parent or 
guardian, these hours may be expanded to 
11:30 p.m. and 4:30 a.m.

Note:  If employers are covered by state and 
federal requirements, both laws must be 
followed.

MINIMUM AGE
A minor younger than 14 years of age may not be employed, except:
•	 as a newspaper carrier, if at least 11 years of age;
•	 in agriculture, if at least 12 years of age and with parent or guardian consent;
•	 as an actor or model; or
•	 as a youth athletic program referee, if at least 11 years of age and with parent or 

guardian consent.

PROOF OF AGE
A minor's proof of age must be maintained as part of the payroll records. 
Acceptable proof is one of the following:  a copy of a birth certificate; a copy of a 
driver’s license or permit; an age certificate issued by the school; or an I-9.



Scott County Youth Employment Program   

Name: ___________________________________________________  
Worksite:        _____________________________________________                                                                                                   
Worksite phone: __________________________________________ 

Week beginning _______/______/______ 
                                                                                Month       Day         Year 

                     Date IN 
Lunch Break 

     Out                     In OUT Hours 

MON       

TUES       

WED       

THU       

FRI       

SAT       

SUN       
Week beginning _______/______/______  

                                    Month       Day         Year 

                Date IN 
Lunch Break 

     Out                     In OUT Hours 

MON       

TUES       

WED       

THU       

FRI       

SAT       

SUN       
            TOTAL HOURS __________ 

I HEREBY VERIFY THAT THE HOURS SHOWN ABOVE ARE THE HOURS ACTUALLY WORKED AND ARE THE 
HOURS THAT ARE TO BE PAID. 
EMPLOYEE ____________________________________________ DATE: ____________________________ 
 
SUPERVISOR: __________________________________________ DATE: ____________________________ 

TIMESHEET INSTRUCTIONS 
WRITE LEGIBILY AND BE ACCURATE  

 

Employee must write clock hours, IN and OUT, each day.  Please use pen. 
 

No more than 8 hours a day. 
 

Half-hour lunch break must be taken, without pay, when the time at the worksite 
exceeds 6 hours.  Employee must write the clock hours OUT and IN for lunch time 
taken. 
 

All entries must be clear with no scratch-outs or numbers written over. Do not use 
white-out 
 

Total hours in right hand column must be figured in whole or quarter numbers, to the 
nearest quarter hour (7.5, 6.25, 5.75, etc.). 
 

If absent, enter “ABSENT” for that day and reason why. 
 

At the end of each payroll period, review the timecard. 
 

Worksite supervisor must verify hours and sign the card. 
 

Employee must sign the card. 
 

Supervisor should send the timecard in, according to the schedule on this timecard. 
 

2024 Youth Payroll 
Pay Period Time Sheet Due 

 
Pay Date 

05/13/24-05/26/24 05/28/24 06/07/24 
05/27/24-06/09/24 06/11/24 06/21/24 
06/10/24-06/23/24 06/25/24 07/05/24 
06/24/24-07/07/24 07/09/24 07/19/24 
07/08/24-07/21/24 07/23/24 08/02/24 
07/22/24-08/04/24 08/06/24 08/16/24 
08/05/24-08/18/24 08/20/24 08/30/24 
08/19/24-09/01/24 09/03/24 09/13/24 

 

For Office Use Only 
    WIOA IN SCHOOL                   HTE320  
    WIOA OUT OF SCHOOL        HTE330  
    MN YOUTH PROGRAM          HTE740  
  TOTAL NUMBER OF HOURS:    

    

   STAFF SIGNATURE                                             DATE 
 

 

ET-047A   Rev.5/16/24  Blue 

DO NOT FAX 



 
ET-646 

Rev. 12/20/16 

Work Readiness Skills Check 
all that 
apply 

Task 
List specific tasks performed 

B=Beginner 
I=Improving 
M=Mastering 

Be on time    
Regular attendance    
Return from breaks on time    
Report work hours accurately    
Signs in on timesheet    
Notify staff of absences    
Takes responsibility for actions    
    
Work on a team     
Cultural diversity - Work w/other ages, races    
Positive work habits    
Work Independently as needed     
Take pride in work – Quality of work    
Accepts constructive criticism    
Adapts to change or new assignments    
Tolerates repetitive activities    
Correct error in instructions    
Staff - Who does what?    
Follow instructions    
    
Cooperate    
Motivated    
Handle feelings appropriately    
Initiative     
Appearance - Dress appropriately    
Social - Get along with coworkers    
Integrity/Honesty    
Organize    
    
Use computers    
Cleans up work area    
Choose the right tools    
Use tools properly    
Follow safety rules    
Report injuries    
Troubleshoot    
Complete assigned tasks    
File & update files    
    
Serve Customers - Greet    
Answer questions    
Read & ask questions    
Reading, writing, math, listening,  speaking    
Problem solving, creativity, reasoning    
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