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Welcome, Youth Apprenticeship Class of 2011!

Congratulations!  This year, over 90 students applied to the program, and 69 of you have been accepted into the program.  It certainly was a competitive application this year – and we have a large class of students.  You and your parents/guardians can be proud of the work you have done to become part of the class.

With support from the Chamber of Commerce, your schools and your families, we are confident that your participation in the Youth Apprenticeship program will be successful and will benefit you as you exit high school and move on to post-secondary education or the workforce.

This year, students are participating in the following industry areas:

· Auto Collision

· Auto Technology

· Construction

· Drafting and Design
· Financial Services

· Health Services

· Industrial Equipment Technology

· Information Technology

· Lodging Management

· Manufacturing/Machining

· Printing

· Welding

This handbook was designed to help you, your parent/guardian, worksite and school through the next two years as you progress through the Youth Apprenticeship Program. 

As you begin the program, and you encounter questions, refer to this manual for frequently asked questions and answers.  If you cannot find the answer within this manual, contact your school to work coordinator or the Youth Apprenticeship Program Manager at the Chamber of Commerce.

Again, congratulations on being part of this wonderful program.  I hope you take full advantage of the opportunities in front of you to gain experience and post-secondary credits.  Let’s have a great program year!
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Melinda Pollen

Youth Apprenticeship Program Manager

Green Bay Area Chamber of Commerce

Directory of Key Personnel

Youth Apprenticeship Manager:

Melinda Pollen is the Youth Apprenticeship Program Manager and oversees the development of the Youth Apprenticeship program.  Melinda is located at the Chamber of Commerce office, 300 North Broadway Street, Green Bay.  She can be reached at 593-3407, and is responsible for:

· Marketing the youth apprenticeship program to the community

· Accepting applications from high school students

· Working with area businesses to find training sites in the business community, and

· Coordinating the related industry area instruction.

School-to-Work Coordinators:

Ten area school districts are involved with the Partners in Education youth apprenticeship program: Ashwaubenon, Denmark, De Pere, Green Bay, Howard-Suamico, Luxemburg-Casco, Pulaski, Seymour, West De Pere and Wrightstown.  Each school district has a school-to-work coordinator who serves on the Youth Apprenticeship Steering Board and who works with the youth apprenticeship students from their district.  Students, parents/guardians and workplace mentors should address questions relative to the students’ training and performance to their school-to-work coordinator and/or the Youth Apprenticeship Manager.  The following are the school-to-work coordinators for each district/high school:

	Ashwaubenon High School
	Luxemburg-Casco High School

	John Hilbert
	Nancy Frank

	jhilbert@ashwaubenon.k12.wi.us
	nfrank@luxcasco.k12.wi.us

	492-2955 x 5395


	845-2336 x 405

	Bay Port High School
	Pulaski High School

	Kelly Mierow
	Diane Schmidtke

	kellmier@hssd.k12.wi.us
	dlschmidtke@pulaski.k12.wi.us

	662-7261


	822-6736

	De Pere High School
	Seymour High School

	Carrie Knutson
	Amie Secor

	cknutson@depere.k12.wi.us
	alsecor@seymour.k12.wi.us

	337-1020 x 4616


	833-718 x 433

	Denmark High School
	West De Pere High School

	Oran Nehls
	Bonnie Elliot

	nehlso@denmark.k12.wi.us 
	belliot@wdpsd.com

	863-4226

	338-5200 x 4264

	Green Bay Public School District
	Wrightstown High School

	Lori Peacock
	Karen Kleiber

	lpeacock@greenbay.k12.wi.us
	kleiber@wrightstown.k12.wi.us

	448-2156
	532-0525

	Cell: 621-5050
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What is Youth Apprenticeship?

Youth apprenticeship is an opportunity for high school juniors/seniors to prepare for a career while still in school.  Youth apprenticeship, a two-year program, combines academic education, occupational instruction, and work-based learning.  This program helps students develop skills needed for the jobs of tomorrow and helps business and industry develop a highly-skilled workforce to remain competitive in the world marketplace.

You can expect to put in hours at your high school – typically, our students go to school every morning to complete their required high school classes for graduation.  You can expect to take one class at NWTC every semester in the industry area you have been accepted into.  Keep in mind that these are college level classes, and will require you to attend class, pay close attention and take notes, and study outside of class.  They say for every hour you spend in college classes, you also spend one hour studying or doing homework.  And, you can expect to spend hours every week in work experience.  If a placement has not yet been secured for you, be assured we are working on it.  

Youth Apprenticeship is not an easy road to complete.  It is a big time commitment, and you should be prepared to put in extra work and time to be successful with the program.  But, we can guarantee that if you do well in your high school classes, your NWTC classes and your worksite placement, you will be a step above most students from around the area, state and nation.  You will have your diploma from high school.  You will have a certificate of proficiency from the State of Wisconsin.  You will have credits to apply to college.  You will have work experience to put on a resume and job application.  And you will have the respect of your teachers, counselors, principals, community members and families.

Required Forms and Paperwork
The Youth Apprenticeship Program operates under strict guidelines and operations from local and state regulations.  Below, you will find information about the program policies:

· Enrollment Forms (state):  This form officially enrolls you in the Youth Apprenticeship Program at the state level.

· Enrollment Agreement (local):  This form is on file locally and keeps your enrollment official with the agreement of the following terms:

· Attendance at high school, related class instruction, and worksite training

· Tuition 

· Transportation

· Payroll

· Child Labor Laws

· Education/Training Agreement: Identifies student, worksite and school in a cooperative agreement and outlines responsibilities of:

· Student

· Parent/Guardian

· Employer

· School District

· Tuition Policy:  States that the school district will cover the cost of classroom instruction for NWTC classes (books and tuition).  Incidental expenses WILL NOT be covered by the district and is the responsibility of the student/family.  In the event the student fails or drops the class, the school district will seek reimbursement for the tuition and books.  
· Work Permit: In order to begin working, the Youth Apprenticeship Program Manager MUST have on file a work permit BEFORE starting your first day of work.  Work permits are available at most high school offices, or at the Clerk of Courts Office, 100 S. Jefferson Street, Green Bay, WI, telephone number 448-4155.  You will need to have the following:

· Proof of age (drivers license or birth certificate)

· Employer’s written intent to hire, including job duties to be performed and the hours and time of day to be worked. 

· Parent/guardian written consent

· Social Security Card

· Payment of $5.00 permit fee (the employer must reimburse the student for this cost)

· Student Authorization Release Account Information Form:  This form provides permission for the Youth Apprenticeship Program Manager to request grades from instructors at NWTC for the class students’ take during the program year.

· W-4 Form

· Direct Deposit Form

· Employee Verification I-9 Form

Expectations

There are expectations set for all parties involved in the Youth Apprenticeship Program:

· Student Expectations: Attend high school classes.  Be on time for them and study hard.  Attend NWTC classes, be attentive to the instructor, and complete assignments.  Study outside of classes, and do well on tests and quizzes.  Go to work when scheduled.  Follow guidelines and rules about dress code, phone (and cell phone) usage, etc.  Submit timesheets (in conjunction with your worksite) to ensure you get paychecks.  Attend required training sessions.  Drive safely to and from school and work.  

· Parent/Guardian Expectations: Remain the constant supporter of your student in the program.  Remind them, when necessary to attend classes.  Discuss work with them when they return.  Help reinforce the connection between school and work.  Remind student of payroll deadlines.  Assist with transportation to and from school and work.  Apply lessons at home when the student is talking about school or work.  Help when you can, and be an advocate when you need to.

· School District Expectations:  Work with the students on a regular basis to ensure the student is being successful.  Call meetings when they are necessary to aid in success.  Monitor student(s) grades at high school and ensure the student is on track for graduation.  Maintain communication with the Chamber of Commerce Youth Apprenticeship Program Manager to discuss issues.  Remind students of payroll deadlines.  Record grades in students’ files to reflect grades from worksite and NWTC classes.

· Chamber of Commerce Expectations:  Work with businesses and industries to find placement for all students enrolled in the program.  Monitor placements by maintaining communication with mentors regularly.  Complete payroll for students twice a month.  Compile grades from worksites and NWTC classes twice a semester.  Meet with students, parents, worksites and school representatives as necessary.  Conduct site visits to worksites at least once per school year.  

· Worksite/Mentor Expectations:  Assign mentor(s) for the student placed with your business.  Provide the opportunity for student(s) to see all aspects of the business and learn all components of the work.  Complete the student skills standards checklist on an ongoing basis.  Twice a semester, complete student evaluation on work performance and life skills.  Maintain communication with Chamber of Commerce Youth Apprenticeship Program Manager to discuss issues and successes.  Submit payroll (in conjunction with student) twice per month.  Treat student as you would an employee in regard to random drug testing, attire, phone and Internet usage, etc.
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Planning Your Schedule

There are three schedules you will have during the course of the Youth Apprenticeship Program:

· High School:  Most of you will be attending high school classes in the morning.  Each school district has their own rules and regulations about how many hours you must be in school to meet graduation requirements, but the average is 5 hours (classes) per day as a junior and 4 hours (classes) per day as a senior.  Meet with your school to work coordinator to discuss your individual schedule.  Keep in mind that you will only have an abbreviated high school class schedule AFTER a worksite has been secured for you.
· NWTC:  Each semester, you will be enrolled in one class at NWTC in your industry.  The full listing of classes is included in your folder.  Most classes will be held evenings; however, there may be a class that begins late afternoon.  All effort will be given to have students in a given industry in the same class to allow for study groups.

· Worksite:  Worksites will set a schedule around your high school and NWTC classes.  You can expect to work a minimum of 10 hours per week as a junior and 15 hours per week as a senior.  Remember, worksites are not guaranteed, as the positions are competitive among all students.  The better you in your NWTC and high school classes, and the better your attendance record, the better your chances of being placed.
It is important that you follow the schedule that has been established for you with your high school, NWTC class and worksite.  Be sure to discuss any conflicts with your mentor, school-to-work coordinator and NWTC instructor as soon as possible.
Grading 

Students are formally graded twice per semester.  The Youth Apprenticeship Program Manager provides each instructor and mentor grading sheets and quarterly due dates. The Youth Apprenticeship Program Manager will forward grades on to the school-to-work coordinators in the students’ respective schools.  The high schools send a copy of the grades to the student’s home.  Mentors are asked to meet with the students to discuss their evaluations.

Students earn high school credit for the course- and work-related experience; therefore grading consists of two parts: a grade for the related course instruction, and a grade for the workplace experience.  Students are graded, using a 4-point scale, on skill and competencies of the industry area as well as on Employability Endorsement characteristics:

· Teamwork and Cooperation

· Initiative and Effort

· Interpersonal Skills

· Quality of Work

· Responsibility and Time Management

· Decision Making

· Respect of Self and others

Skill Standard Checklist
Specific skill competencies in each area are taught, practiced and evaluated throughout the two year program.  A Certificate of Occupational Proficiency from Wisconsin’s Department of Workforce Development is presented at the end of the program to students who have met the competencies.  (It is important for students to maintain their grades in both the school and work settings.)  The Department of Workforce Development will not award an apprenticeship certificate if students do not receive a high school diploma.

In order to graduate from the Youth Apprenticeship Program, your worksite must complete the skill standards/competency checklist.  Students, it is your responsibility to keep track of your checklist.  Make sure you schedule time to discuss the checklist with your mentor, and ask questions as you go through the year.  Your mentor will receive a copy of the checklist as well.

Program Costs

Tuition and book costs are covered by the student’s school district.  Other incidental costs (uniforms, tools of the trade, physical examinations, testing, etc.) will vary with individual industry areas; students and their parent(s)/guardian(s) are responsible for these costs.
Dropping the Program
· Student Request to Drop:  If a student is contemplating dropping the program, it is highly recommended s/he do so at semester break to avoid any costs of the program.  Students who elect to drop the program in the middle of a semester are subject to the tuition reimbursement policy.  Students dropping the program must work with their school to work coordinator to ensure full class loads at their high school, and submit a letter of resignation to the Green Bay Chamber of Commerce and their worksite.
· Student Request to Change Industries:  Students may not change industries mid-program.  If a student wishes to change industries, s/he must drop the program and look elsewhere for opportunities (co-op, etc.).
· Student Request to Change Worksites:  If a student wishes to change worksites, communication must be made between the student, school to work coordinator and Youth Apprenticeship Program Manager.  Please be advised that worksite relocation is not guaranteed.
· Failing classes or Dropping Classes:  Students must pass classes at their high school and NWTC in order to remain in the Youth Apprenticeship Program.  Students who fail classes or drop their classes may be dropped from the Youth Apprenticeship Program and will be subject to the tuition reimbursement policy.  Students struggling with classes should take advantage of the tutoring center at their high school or NWTC.
· Termination from Worksite:  Should a student be terminated from their workplace during the course of the program, it could result in termination from the Youth Apprenticeship Program.  Students and families may be subject to tuition reimbursement.
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Child Labor Laws

All apprentices ages 16-17 and their employers must comply with the child labor laws cited below with regard to time, amount of employment hours and driving restrictions. 

A youth apprenticeship student’s first responsibility is to high school, the related class and to the youth apprenticeship training site.  It is strongly recommended that the student does not obtain a second job.  If a youth apprenticeship student and his/her parent(s)/guardian(s) decide the student can handle another job, this job and the hours worked must be reported to the worksite mentor and to the school-to-work coordinator.  The student must also agree not to exceed the hours and time of day restrictions as indicated by the Child Labor Laws.

	MAXIMUM HOURS WORKED

	Daily

	School days (except last school day of week
	5 hours

	Last day of the school week
	8 hours

	Day during non-school week
	Unlimited



	Weekly

	School week
	26 hours

	School week less than 5 days
	32 hours

	Non-school week
	50 hours



	Permitted Time of Day
	

	School Day
	7am-11pm

	Last day of school week
	7am-12:30am

	Non-school day preceding school day
	5am-11pm

	Non-school day preceding non-school day
	5am-12:30am

	Day during non-school week
	Unlimited



	Maximum Days per Week

	
	6 days


The hours an apprentice spends working in the program during the school day DOES NOT count toward these limits.  These restrictions apply even though students may work for more than one employer during the same day and/or week.

It is the responsibility of the parent(s)/guardian(s) to track their child’s work hours.  If a child exceeds the restrictions, the parent(s)/guardian(s) are responsible and may be fined.  If the youth apprenticeship employer exceeds the restrictions or knows the student is exceeding the restrictions by working for more than one employer, it is their responsibility to report this to the parent(s)/guardian(s).

Since the student is part of the Chamber of Commerce payroll, the Chamber of Commerce will send a W-2 statement at the end of the year.  In some cases, a student may be put on the worksite’s payroll system if the hours worked are over summer, etc.  If that is the case, students will receive a W-2 statement from both agencies.   Businesses have the option of keeping students on the Chamber of Commerce’s payroll for all hours worked, even non-youth apprenticeship hours.  Businesses have the option to pay students at a higher rate for hours worked beyond youth apprenticeship training.   Mentors should fill in the rate using the second column of the timesheet.  Students will be paid and businesses will be billed accordingly.

Transportation and Driving Restrictions

Students and their parent(s)/guardian(s) are responsible for transportation to both the related class site and worksite.  Parents should expect that students will need transportation at least four days per week.

According to the Transportation Guidelines for Work Experience, it is not recommended, and we greatly discourage, districts or parents allowing one student to drive another student to a work site or related class, even if they are participating in the same program at the same time.

Driving Restrictions

A child labor law has been in effect since October 31, 1998 regarding minors driving during work hours.  The following restrictions must be adhered to for all youth under the age of 18 regardless of enrollment in the Youth Apprenticeship Program:

16 Year Olds:

· Are prohibited from driving on public roads during any work hours

17 Year Olds:

· May drive as much as one-third of their work day or 20% of their work week

· May drive cars and light trucks but only during daylight hours

· Must hold a state license valid for the type of driving being performed

· Must have successfully completed state-approved drivers education

· Must have no record of any moving violation at the time of hire in order to drive on work hours

· May not perform driving which includes:

· towing vehicles

· route deliveries or sales

· the transportation for hire of property, goods or passengers

· urgent, time sensitive deliveries

· driving beyond a 30 mile radius from youth’s place of employment

· more than two trips away from the primary place of employment in a singe day for the purpose of transporting passengers, other than employees of the employer.

If you have questions, please refer to the Child Labor Laws specific to each industry areas, found at 

· www.dol.gov/esa/regs/compliance/whd/childlabor101.htm, and

· http://www.legis.state.wi.us/rsb/code/dwd/dwd270.pdf.   
For a specific question, please call the Youth Apprenticeship Program Manager at 593-3407.
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Payroll
All youth apprenticeship students are part of the Green Bay Area Chamber of Commerce’s payroll.  The Chamber of Commerce has a direct deposit payroll system; therefore, all students’ checks are deposited into either a checking or saving account.  Changes to the direct deposit location can be made at any time by contacting the Youth Apprenticeship Program Manager.  Additionally, the following forms must be completed and on file before the first direct deposit can be made: W4, Employment Eligibility Verification Form – I-9, and Authorization Agreement for Automated Deposit (direct deposit).  
Federal and State laws require that certain withholdings be made on employee’s salary.  The amount of Federal and State Income Tax is in accordance with salary exemptions claimed on the W-4 form.  Social Security tax is withheld as required by law.

Students work averages 10 training hours weekly during their junior year, and 15 training hours weekly during the senior year for youth apprenticeship training.  Students’ pay rates are the same across industries.  Additional hours may be worked at the students’ workplace; this is to be decided by the worksite and student.  
Payroll deposits are made on the 15th and the last day of each month (if the 15th or last day of the month is on a weekend or holiday, deposits will be made the workday prior).  The money should be in the students’ account at the start of the business day.  A confirmation is mailed to the students’ home address with the exact amount deposited.  Students can expect to receive the confirmation the same day the deposit was made. 

Since the Chamber of Commerce’s payroll department needs several days to process timesheets and complete the direct deposit, timesheets are due to the by the 8th and 23rd of every month (if the 8th or the 23rd is on a weekend or holiday, timesheets are due the workday prior).  Timesheets must be faxed to 593-3456 or emailed lschmelzer@titletown.org.  If timesheets are not received by 4:00pm on the due date, students will not be paid that pay period.  One payroll reminder will be sent to mentors, students and school-to-work coordinators before each pay date, reminding students and/or worksites to submit timesheets.  The reminder will be sent to all students, parents, worksite mentors, and school to work coordinators.  NO PHONE CALL REMINDERS WILL BE MADE.  Be sure your current email addresses is on file at the Green Bay Chamber of Commerce if you wish to be alerted of payroll deadlines.

A worksite mentor/supervisor is asked to validate timesheets.  Payroll payment is based on the number of hours the business has submitted to the Chamber of Commerce.  At month’s end, businesses will be billed for their youth apprenticeship students: wages, taxes, processing fee, and workers’ compensation insurance.  The total cost per hour is in proportion to the student’s hourly rate.

If students have worked over 40 hours/week, the student will automatically be paid time and a half for any hours over 40.  Consequently, the employer will be billed for this overtime rate at the end of the month.
Workers and Unemployment Compensation

All students are covered under the Green Bay Area Chamber of Commerce’s workers compensation insurance for all hours paid through the Chamber’s payroll.  Currently, the insurer for the Green Bay Area Chamber of Commerce is West Bend Mutual.  

If an accident or injury occurs on the job, the workplace mentor must immediately report the accident to the Chamber of Commerce office.  An employer’s first report of injury (accident report) must be filled out within 24 hours of the accident or injury.  Please call the Chamber of Commerce office immediately and ask the Youth Apprenticeship Manager or the Human Resource to fax the form so a witness or the person injured can complete the form.  West Bend Mutual will monitor the situation.
Youth apprenticeship students are enrolled in a public educational institution and receive school credit for their participation; therefore, they are not eligible to file for unemployment compensation from the youth apprenticeship employer and/or the Chamber of Commerce. 
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Attendance
Youth apprentices are students and employees.  The learning and work are intensive and concentrated at the high school, related class and worksite.  Miss a day of school, class or work, and you will miss a great deal of learning. 

The following attendance policies are intended to:

· Provide answers to frequently asked questions

· Provide a structure to use when outlining school and work obligations, and

· Give rationale for attendance in new learning environments

If students do not attend their high school classes because of illness, injury, etc., the student MAY NOT attend the related class or work that day.  If students report to work and not school the student should be sent home and will not be paid for that day’s work.

If students are unable to attend school or work due to illness, injury, etc., it is the responsibility of the STUDENT or PARENT(S)/GUARDIAN(S) to call the student’s high school, worksite mentor and related class instructor if there is class and work scheduled that day.  Failure to do so is an unexcused absence. Students can be removed from the program for excessive tardiness and/or absences, which will vary with individual industry areas because of the related class and worksite structures.

If a day off is needed, it is the apprentices’ responsibility to arrange it with their employer well in advance.  Advance notice MUST be given.  Mentors will decide if students can have off.  The same policy is in place for missing related class instruction.

· Snow Days:  School is usually cancelled when the bus companies cannot safely bring students to school.  By noon the roads may be clear to travel, so check road conditions and contact worksite mentors or related class instructors at least one hour before the regular starting time to discuss if you should report to work or class.  Do not assume if school is closed, work and class are cancelled.  Each situation will be handled on an individual basis.

· Vacations:  Apprentices are to discuss any vacations with their worksite mentors and class instructors.  Students are not to assume that a school vacation includes the related class or their worksite.  Students must make requests for family vacations with their worksite mentors.

· School Breaks:  Apprentices are to discuss working or vacations during all breaks and holidays with their worksite mentor.  Each situation will be handled on an individual basis.

· School Activities:  If students want to participate in a school activity, a request should be made to their worksite mentor prior to the activity.  Each activity will be handled independently and the results will vary because of different worksites and class structures.

Attire

The clothing students wear must be appropriate for the type of work being performed.  Students are expected to exhibit the same professionalism as other workers.  If an apprentice is unsure whether something is appropriate, ask the worksite mentor.

Cell Phone and Internet Usage
Youth apprenticeship students are not to bring their cell phones into work or classroom settings.  Text messaging, receiving incoming or making outgoing cell phone calls, playing games on your phone, etc. are not permitted during work or school hours.  All students are required to follow the guidelines and rules of the worksite regarding Internet usage.  Additionally, IPODS are not allowed in classrooms or worksites.

Early Graduation
Early graduation is not allowed with the Youth Apprenticeship Program.  The youth apprenticeship program is a two-year commitment and the student must be enrolled in a school district to participate.
Grievance Procedure

If students in a youth apprenticeship program, their parent(s)/guardian(s), or worksite have concerns about any aspect of the program, they should first contact the school-to-work coordinator.  The school-to-work coordinator will work with the Youth Apprenticeship Program manager to resolve the issue and will include the workplace mentor if necessary.  If future discussion is needed, a meeting will be arranged with the student, parent(s)/guardian(s), school-to-work coordinator, workplace mentor and Youth Apprenticeship program manager.

Students may not pursue other employment for their worksite.  If problems occur, the student needs to communicate concerns to the school-to-work coordinator or the Youth Apprenticeship Program manager.  Problem resolution may be an option.  If students quit a jobsite, they will be terminated from the program.  It is a two-year commitment.

In the event that a youth apprentice’s employment is terminated, the student will be removed from the youth apprenticeship program and it will be the responsibility of the student’s school district to arrange for an alternate program of study.
Harassment

The youth apprenticeship program will not condone the harassment of individuals as an explicit or implicit condition of employment by anyone – supervisors, other employees, volunteers, instructors and customers.  Harassment can include bullying, emotional, racial, religious and sexual harassment, and things like hazing, backlash, stalking and mobbing.
Normal, courteous, mutually respectful, pleasant, non-coercive interactions between employees that are acceptable to both parties are not considered harassment.  Any acts committed by employees or volunteers of the youth apprenticeship program which may constitute harassment should be reported to the Youth Apprenticeship Program manager immediately.  The Youth Apprenticeship Program manager will promptly investigate all complaints and will contact the workplace to initiate corrective action.

Safety

Students’ safety and the safety of those around them are very important to the program, work site and related class.  Employers are responsible to instruct students on proper fire and evacuation procedures.  Students may be exposed to potentially harmful agents in the work environment; some chemicals may be toxic.  Please refer to the employer’s procedure manual dealing with these hazards in a safe manner and regarding emergency treatment.  Students, please keep yourself and others safe by following your worksites’ safety regulations and rules.







