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December 14, 2015

Greetings,

Attached is the STEP-UP Explore partner application packet for summer 2016.

STEP-UP Explore is unique in that the partner organization:
1. Identifies and recruits their own (STEP-UP eligible) youth
2. Develops their own work sites
3. Provides work readiness training and preparation to interns for the summer work experience at their worksite
4. Provides its participants with additional supports as needed. 

The definition and criteria STEP-UP Explore programs is included on page 3. If your application is approved, the City of Minneapolis Employment and Training (MET) will provide the wages for eligible participants.
[bookmark: _GoBack]
Participants you plan to serve MUST complete the STEP-UP Explore youth application and meet STEP-UP age, eligibility, and residency guidelines on page 4. The STEP-UP Explore youth application form will be provided to you if your program is selected. Note that the general STEP-UP youth application deadline is February 5, 2016. However, STEP-UP Explore programs will have until Friday, May 6, 2016 to have their youth complete the application and provide the work eligibility documentation and required identification.

The dates of the STEP-UP program for 2016 are June 20 – August 19. Partners are not required to operate the full 9 weeks. IMPORTANT NOTE: Wages for youth will be provided for June 20 - August 19 timeframe. If you wish to work outside of these dates, you have two options:
1. Complete a waiver (see page 12) to work outside of the official STEP-UP dates. Approval is not guaranteed and will be subject to available STEP-UP funds and staffing support. 
2. Hire and pay the intern(s) with your own agency’s funds for work you would like them to do outside of the STEP-UP program dates.

The STEP-UP Explore application is due at MET no later than 4:00 PM, Friday, February 12, 2016. All applicants will be notified of their selection status by March 11, 2016.

If you have questions regarding this application, please contact me at 612-673-5234 or anna.peterson@minneapolismn.gov.


Sincerely,

Anna Peterson, Director, STEP-UP 
Minneapolis Employment and Training Program 
105 5th Ave S, Ste 200
Minneapolis, MN 55401

2016 STEP-UP Explore Partner Application

Please complete this Information Sheet and attach to the front of your proposal.

	
Agency/Program Name

	


	 
Address

	


	
Zip Code
	
	
Phone
 
	
(         ) 

	

Contact Person                 

	
	
Contact Person’s 
          Phone

          Fax
	

(         )    

(         )

	
Contact person’s 
email address

	
	
Name of person completing this proposal
	

	
Total number of students you wish to place in jobs

	

	
Number of hours youth will work each week

	
______30 maximum           OR                   _______ (if less)
                                                                            #


	
Number of weeks
    (Check one)
	
______9 weeks (maximum) from June 20 to August 19,  2016


______Other*, please indicate number of weeks & dates below:
           
	 _______ weeks from ________ to __________, 2016
                  #                                (date)             (date)
*Note: If the dates of your worksite will be outside of this timeframe, you must complete the Waiver on page 12. 


	
Checklist for materials to return with your proposal

	
______	Information Sheet (this page)   
______ 	Responses to Application Questions 
______	Worksite Agreement (signed) - One per program can cover multiple sites
______	Job Description (one per job title and/or unique work location)
______	Background Check Form			
______	Certificate of Liability
______	Travel Document   
______  Waiver (optional)                                             
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General Information

Minneapolis Employment and Training (MET) is a division of Minneapolis Community Planning and Economic Development, a department of the City of Minneapolis.  MET administers the STEP-UP program and contracts with community-based partners including AchieveMpls and the Minnesota Workforce Centers to operate components of the program.

MET is seeking partners with a commitment to quality programming to provide work experience for Minneapolis youth, ages 14-21, during the summer of 2015. Selected partners will be responsible for identifying, training and supervising STEP-UP youth, and will be required to attend supervisor trainings and maintain required documentation. Wages for the eligible youth working at your organization will be provided by MET. Any additional support costs of the project are expected to be provided by the partner.

When necessary, selected applicants will be expected to provide reasonable accommodations to youth with disabilities.


Criteria for STEP-UP Explore Programs

Programs must meet at least one following criteria to be considered for STEP-UP Explore:

A. Program serves a special population that may need additional support or training. Examples of special populations:

1. Youth with disabilities or special needs that require intensive job coaching or additional supervision/support to be successful at work.
2. Youth that required special cultural or language support.

B. Program is a long-term training (or part of a school or education program) that incorporates a summer work experience. Program provides work site development and supervision of participants. Program may, but is not required, to serve a special population. Examples:

1. Youth enrolled in Upward Bound or programs that have multiple year development training required.
2. Youth attending a school and involved in a program or training that includes a summer work experience.

C. Program is a specialized training that requires youth with a specific career interest or skill set. Examples:
1. Arts, healthcare, or green industry programs that require students to have a level of interest beyond what is usually found in the typical STEP-UP participant.



Youth Participant Eligibility

All youth applicants served in the STEP-UP Explore program must:

· Be age 14-21 on June 1, 2016
· Live in the City of Minneapolis
· Meet income guidelines or at-risk guidelines.
· Generally youth that meet free or reduced lunch guidelines are eligible. Other funds allow STEP-UP to serve youth living in families with slightly higher incomes. For example, a youth living in a family of 4 that has an annual income of $65,000 would meet eligibility guidelines.
· Youth with disabilities, English language learners, pregnant or parenting teens, and foster children also meet STEP-UP guidelines independent of family income.


Timeline

Application available				December 17, 2015
Completed applications due at MET	February 12, 2016
Notification					March 11, 2016


Directions

One original and one additional copy of each application is due by 4:00 PM, February 12, 2016 to: 
			Anna Peterson						
			CPED/MET
			105 Fifth Avenue South, Suite 200
			Minneapolis, MN 55401

If you hand-deliver your application, please leave it with the CPED receptionist on the 2nd floor.  Applications received after the due date may not be considered. Faxed applications will not be accepted. 


Checklist:

______	Information Sheet 
______ 	Responses to Application Questions 
______	Worksite Agreement (signed) - One per program can cover multiple sites
______	Job Description (one per job title and/or unique work location)
______	Background Check Form			
______	Certificate of Liability*
______	Travel Document   
______  Waiver (optional)                                             

*Selected partners will be required to name the City of Minneapolis as an additional insured on their Certificate of Liability Insurance policy and provide a copy of the policy to MET.

Evaluation Criteria:

Applications will be evaluated according to the following: 


Response to Question:					        Total Possible Points
I.    	Program description and goals					10 
II.   	Staff qualifications and training					10 
III.	Quality of work experience						10 
IV. 	Quality of work readiness or specialized training			10 
V.	Enhancements and accommodation					  5
VI. 	Recognition of achievement and parental/family involvement            5_______ 
Total Points									50 











Application Questions:											

I. Program description and goals. (10 points)

A. What is the mission or purpose of your program?

B. Describe the characteristics of the special population of participants that you plan to serve. Also include if you are connected with these students during the rest of the year and in what capacity.

C. Describe the goals for the participants while they are in the STEP-UP Explore program. 

D. Describe the process you will use to identify and select the youth in your summer program. Include a timeline of your identification and selection process. Note that all youth applications and work eligibility documents must be submitted to MET by the May 6, 2016.


II. Staff qualification and training. (10 points)

A. Who at your program will be responsible for the selection, training, and monitoring of staff that will work with the STEP-UP youth? How long has he/she worked for your program and what is his/her experience working with youth? 
 
B. Who will supervise the participants in your program at each worksite?  What are their qualifications to do so?

C. Describe the amount and content of the training you will provide to your worksite supervisors. 




III. Quality of work experience. (10 points)

A. Explain why it is important for your program to develop your own worksites and/or work experiences rather than participating in the general STEP-UP program.

B. Describe where the youth will be working and what types of jobs they will be doing. Will the work be on-site at your agency or will the work be at another location. Will your staff be directly supervising the youth or will the youth be supervised by someone other than your direct staff?

C. What criteria will you use to develop the work experience for your interns? How will you ensure that each position offers a quality work experience?

D. How will you ensure that all work experiences provide adequate supervision, safety training, and comply with child labor restrictions (see Attachment A for reference)?


IV. Quality of work readiness or specialized training. (10 points)

A. What type of work readiness or specialized training will you provide to the STEP-UP Explore participants during the summer program?

B. Will the participants receive school credit for this enrichment? If so, describe the type of credit and number that can be earned.


V. Enhancements and accommodation. (5 points)

A. Does your program offer any enhancements during the program or follow-up services after the program ends? If so, describe them. 

Note: If any of the enhancement activities you are proposing involve off-site field trips, they must be:
1)  Described in this narrative
2)  Included in your Job Description AND on the Travel Document.

MET will review these types of activities before giving final approval.

B.  What is your ability to provide accommodations to youth with disabilities? 


VI. Recognition of achievement and parent/family involvement. (5 points)

A. How will your program recognize youth achievement?
  
B. What will the STEP-UP Explore participants be able to include in a portfolio to demonstrate that they have achieved a specific competency (i.e. certificates of achievement, award, letters of reference, journals, and/or job logs)?
  
C. How will your program involve parents and families?

STEP-UP Worksite Agreement (Page 1)

This agreement is entered into by the City of Minneapolis via Minneapolis Employment and Training (MET) 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.

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 a specific location 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).  MET 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 30 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 27 hours. To provide MET staff, in writing, any reasons for youth worker termination as well as notification of deficiency in the youth worker’s performance.  
THE CITY (MET) DOES NOT AUTHORIZE YOUTH PARTICIPATION IN THE FOLLOWING:
1. OFF-SITE TRAVEL WITHOUT PROOF OF ADEQUATE INSURANCE COVERAGE; OR
1. ANY ACTIVITIES THAT OCCUR OR TAKE PLACE AFTER WORK HOURS
1. FURTHERMORE, FAILURE TO ADHERE TO NUMBERS 1 AND 2 ABOVE, PLACES ALL RISK SOLELY ON THE STEP-UP AGENCY/WORK SITE.

WORK ASSIGNMENTS: To adhere to all memorandum procedural revisions, rules, and regulations governing the MET 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.   

Return this form with your application
STEP-UP Worksite Agreement (Page 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 MET within 24 hours of any accident or injury. 

Class: To cooperate with the academic enrichment component (Class) and encourage youth workers to attend all scheduled Classes.  A youth worker shall not be permitted to work during the time they are assigned to attend Class.  Failure to cooperate in Class may 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.  MET 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 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.



	MET COMPLETES THIS SECTION




						     	(612) 673 - 5041__________________	_______
MET STEP-UP Director Signature				        Phone	                                   Date

Return this form with your Application
STEP-UP Travel Document

You must complete and return this document even if no youth travel will occur.

Agency________________________________________________________________
Address_______________________________________________________________
Phone_________________________________________________________________

PART ONE

STEP-UP Worker’s Job Title(s) at my agency:
1)____________________________________________________________________
2)____________________________________________________________________
3)____________________________________________________________________

IF NO TRAVEL WILL OCCUR, PLEASE SKIP TO PART TWO
STEP-UP travel necessary and associated with working under these job title(s):
1)____________________________________________________________________
2)____________________________________________________________________
3)____________________________________________________________________

Mode of transportation used for travel necessary and associated with these job title(s):
1)____________________________________________________________________
2)____________________________________________________________________
3)____________________________________________________________________

Detail any other travel that will or may occur during the STEP-UP worker’s experience at your agency AND the mode of transportation utilized for this travel.
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

PART TWO

Check All That Apply
· STEP-UP workers are not involved in any 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 above named youth travel needs. 

It is agreed that necessary travel and mode of transportation noted on this form will be the only STEP-UP participant travel that will occur for the STEP-UP summer program in 2014.

____________________________________________________________________
Signature of Agency Contact Person				     	 	Date

__________________________________________________________________________________
Signature of MET Contact Person				      		 Date

Return this form with your application

STEP-UP Background Check Form



Staff Background Checks

The City of Minneapolis has asked the STEP-UP Program to ensure that agency staff that supervise STEP-UP youth have had a criminal background check. This effort is intended to ensure that agencies put forth their best faith effort to protect the safety and well-being of the STEP-UP youth.

Please check the statement that is accurate for your organization, have the agency director sign the form, and return it with the rest of your proposal.
					

· 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 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.



Agency Name: _______________________________________________

Agency Director Signature: _____________________________________

Date: ________________________
















Return this form with your application

2016 Job Description Form

Agency/Worksite:								Phone:				
Agency Contact Person:							Phone:				
Job site (if different than agency/worksite):									
Address of job site:												
Job site Supervisor Name:											

Dates of job: ___ June 20 to Aug 19     OR    	 ___ Other: _____ thru _____ (max of 9 weeks)
Note: If the dates of your work experience MUST fall outside of June 20 - August 19, you must complete and submit the Waiver on page 12. Approval of waivers will be based on funding and staff support availability.

Daily work hours: _____     From  _____ AM     to  _____ PM
Work days (check all that apply): ___M   ___T    ___W    ___TH    ___F    ___Sa    ___Su

Job Title:							            	
Number of Positions 		
Purpose of job:													
Type of Job (choose the best fit):
 Office/clerical				 Landscaping/parks maintenance	 Cleaning
 Building Maintenance/custodial	 Recreation/camps/playgrounds	 Health Service
 Child care/daycare			 Classroom Aide/assistant		
 Food Service				 Other, please describe 							

	Duties and responsibilities

	In this job, youth workers will be required to plan and evaluate the following:



	In this job, youth workers will be required to learn the following about the place they work:






Waiver (Optional)


If your program has a need to operate outside of the established STEP-UP dates of June 20 – August 19, 2016, you MUST complete and submit this waiver with your application.


Waivers will be reviewed by STEP-UP staff and a determination will be made on the ability to accommodate the request. Please be aware that the maximum number of hours that available for each intern is 270.



Agency/Program: 													

Primary Contact Person : ________________________________________

What are the dates your program would like to operate?

Start Date: 					


End Date: 					


Total number of weeks each intern would be scheduled: 		


Number of hours per week each intern would be scheduled: 	___



Please explain the reason your program needs to operate outside of the established STEP-UP program dates of June 20 – August 19:
















STEP-UP use only:

Waiver approved		 Yes			 No		Date: ________________________




ATTACHMENT A 
Summary of Child Labor Restrictions


help wanted image by Tom Oliveira from Fotolia.com
Child labor was prevalent in the U.S. until labor reform began in the mid-1800s. In 1836 the first state child labor law passed in Massachusetts. In 1938 minimum child employment ages and hours of work were established by federal law with the Fair Labor Standards Act. Each state must comply with federal child labor law and may have state child labor laws as well. Minnesota's Child Labor Act specifies state laws regarding children and work. 

Age Restrictions

Minimum Age
· The minimum age to work, with the exception of a newspaper carrier, in agriculture with parental consent, as an actor or model or as a youth athletic referee, is 14. 

Proof of Age
· Child workers must provide proof of age in the form of a copy of a birth certificate, driver's license or permit, an age certificate from school or a completed I-9, which is the federal work authorization document. 

Restrictions on Minors Under 16
· Children under 16 are restricted from working before 7 a.m. or after 9 p.m. except newspaper carriers. They may not work more than 40 hours per week or more than eight hours in a 24-hour period. They may not work on school days without an employment certificate from the school they attend. (Federal law is more restrictive and applies to employers with sales of $500,000 or more: children under 16 cannot work later than 7 p.m., three hours a day and 18 hours per week.) 

Hour Restrictions on 16- and 17-Year-Olds
· Children 16 and 17 years of age are restricted from working after 11 p.m. on a night before school and before 5 a.m. on school days. 

Type of Work Restrictions

Restrictions on Types of Work for Children Under 18
· Children under the age of 18 may not serve or handle liquor or work where liquor is served unless they are 16 and working as a busser, dishwasher, hostess or providing musical entertainment in a restaurant. They may not work around hazardous materials or fireworks or in hazardous occupations such as logging, saw mills, mines, welding or construction, or higher than 12 feet above ground. Children under 18 may not work in an operational capacity on boats, buses, cabs, limos or trains. They may not work with or around heavy industrial machinery, such as forklifts, meat grinders, woodworking machinery, amusement park or carnival rides. Children under 18 may not work in aerial or acrobatic acts, as a lifeguard except under constant adult supervision and with certification or in any occupation that is hazardous to health and life. 

Restrictions on Types of Work for Children Under 16
· Children under the age of 16 are restricted from working with machinery (including lawn mowers, weed whips, drills, etc.) in agriculture, in transportation, in operations including warehouses and processing plants and from lifting or carrying patients or working in walk-in freezers or coolers. Children under 16 may not use ovens or microwaves on the job. Exceptions are 17-year-old high school graduates and children working in a parent-owned business under constant parental supervision.
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