Work Experience Class




Welcome to Work Experience

» Mr. Hancock
» 909-628-1202 ex 8920/5324
>


mailto:Todd_Hancock@chino.k12.ca.us

Welcome to Work Experience

» Class times
»Monday 12 to 2 pm
»Room 25 at the AEC
»Tuesday 1210 2 pm
»Room 10 at the Adult school



Completion of the following documents

Personal InNformation Sheet
Remind sign up
Class Syllabus and application for program.

B1-1 Form (Green Sheets) Application for a work Permit
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Are you a Teen Worker Booklet and Safety in the Work Place Answer
Document (Homework)



Expectation on the Job

» Whether this is your first job, an internship, or a volunteer position, how you
do & what you learn in this job will be very valuable for the rest of your
work life. Please remember you are not only representing yourself, and
your parents, buf you are also representing the Chino Valley Unified
School District and Work Experience program of Alternative Education

Center.
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Expectation on the Job

PROFESSIONALISM

Early is on Time, On time is Late (be at your work station or time clock at least 5 minutes
early)

Avoid Absences, follow the company policies and procedures
Dress Appropriately

Be Respectful, Courteous, and Considerate of your Supervisors, Customers, and
Coworkers.

Don’t Chew Gum, Eat or Drink while working
Stick to Business, Practice Self Control, and Stay Off your Cell Phone
Be Honest, don't take or give away company property, time, money, or resources

Don’t Gossip, Share Dirty Jokes; or Inappropriate E-mails, digital media or print material




Expectation on the Job

POSITIVE ATTITUDE
Have Energy and Enthusiasm, SMILE!

Be Eager to Learn new Skills, and Do a Good Job

Take Direction or Correction Humbly

Ask for Guidance when you are Confused or Unsure

Show Initiative by going Beyond the Call of Duty

Contribute to the Success of the Team. Be Cooperative!

Be Effective and Efficient! Accurate and Attentive to Details
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Put Work First, keep your Personal Life out of the Workplace



Expectation on the Job

COMMUNICATION SKILLS

Make Eye Contact

Listen with Interest

Speak Clearly

Use proper Grammar, Spelling and Punctuation

Don't be Afraid of your Supervisor

Watch Your Body Language and Non Verbal Messages

Take Accurate Messages
» Callers Name & Phone Number
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» Facts; what, when, where, and why
» Write neatly
» Eliminate Errors by Repeating the Message to the Caller



General Labor Code Requirements

Minimum Wage

State of California: $S10/hour

Increases to $10.50/hour on Jan. 1st,
2017 ;

Several municipalities have passed
local minimum wage ordinances.

LC 1197, IWC Orders Section 4

Meal and Rest Periods

» Meal periods - 30 minutes for a work
shift of 5 or more hours.

» May be waived by consent for work
periods of 6 hours or less.

» Rest periods - 10 minutes for every 4
hours worked (or major fraction
thereof).

» LC 512, IWC Orders Sections 11 and 12




Remind Texting

Pick a way to receive messages for Mr Hancock's Work experience class:

@ If you have a smartphone, get push = :
notifications. -

| . — I',
On your iPhone or Android phone,
open your web browser and go to i [ @ md.at/mrhwerkexp

the following link:

l Join Mr Hancock's Wark
rmd.at/mrhworkexp |

) Full Name
Follow the Iinstructions to sign up First and Lost Nome e s s q e
for Remind. You'll be prompted to ; =
Phone Number or Email Address.

experience class

download the mobile app.
|555) 555-5555

If you don’t have a smartphone, ———

get text notifications. e
Text the message @mrhworkexp to the To
number 81010, 81 01 0
if you're having trouble with 81010, try
x Meszage
texting @mrhworkexp to (620) 603-0093.
@mrhworkexp

* Standord fext messoge rotes apply.

Don't hove o mobile phone? Go to imd.at/mrhworkexp on a desktop computer to sign up for email notifications,



Grading

Overall Assessment/Grading Scale

» Grading Scale:

» 90-100% A
» 80-89% B
» 70-79% C
» 60-69% D
» 0-59% F

Homework/Class Participation

Attendance (Absences/Tardies)

Required Course Forms/Pay Stubs/Timesheets
Worksite Evaluation

Final Exam




Hours equals Credits

General Work Experience Credits:

Work Hours Units per Semester Assignments Required to pass the class
= 256+ 10 Units maximum
n 128 -144 5 Units maximum Failure to complete required forms/assignments will result in
= 86-127 2 5 Units maximum the student receiving an F and 0 credits
(even if all other work 1s turned in and they are passing)

Exploratory Work Experience Credits:

33-64 Volunteer/Intern hours = 2.5 credits 65+ Volunteer/Intern hours = 5 credits




What We Wil Learn

Fall Semester (15t Year) Spring Semester (1st Year)

Unit 1 — Being Employed Unit 4 — Staying Employed
Unit 2 — Balancing School, Life, Unit 5 — Career Development
and Work

Unit 3 — Financial Literacy




What We Wil Learn

Fall Semester (2st Year) Spring Semester (2st Year)
Unit 1 — Being Employed Unit 4 — Staying Employed
Unit 2 — Success on the Job Unit 5 — Career Preparations

Unit 3 — Managing Life Unit 6 Entrepreneurship




Things you should know about
your Job

Knowledge Is power




» Labor Code Section 351: “every gratuity

» Tip pooling is allowed, as long as policy

>

is ... the sole property of the employee
or employees to whom it was paid,
given, or left for.”

is fair and reasonable.

Employer cannot use tips as a credit
towards the obligation to pay the
minimum wage.

>

>

No distinction between adults and
minors in regards to minimum wage.

Learner Rate — During first 160 hours of
employment, working in occupations in
which they have no similar or related
experience, may be paid 85% of the
minimum wage.

Minors in Work Experience Education
programs permitted to work between 10
p.m. and 12:30 a.m. must be paid
minimum wage for these hours.




CA Labor Code and Code of

Federal Regulations

» Prohibitions are strict, and carry fines of $5,000 to $10,000 - along with
criminal misdemeanor penalties. (LC 1288, 1303 and 1308)

» High school graduates also subject to prohibitions unless they have
completed an approved training program in the occupation.

» Ininstances where California Labor Code and the Code of Federal
Regulation overlap, the more protective standard always applies.



Minors under 18 may not be
employed in the following

occupations:

v

In or about plants or establishments manufacturing or storing explosives
(including, for example, small arms ammunition) ;

Mining operations;

Logging occupations; operating power-driven woodworking machines;
Operating cranes, hoists, riggers, high-lift trucks;

Operating bakery machines;

Operating paper product machines;
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Operating power-driven meat-processing machines; slaughter and/or
meat packing;



Prohibitions for minors under 18

cont'd

Occupations involved in wrecking, demolition, and shipbreaking;
Roofing operations;

Excavation operations;
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Any occupation involving exposure to radioactive substances and/or
ionizing radiations.

» Any work that involves the inflation of any fire mounted on a rim equipped
with a removable retainer ring

» For a complete list of prohibited occupations see 29 CFR 570 -
https.//www.dol.gov/whd/childlabor.htm



Minors under 16 may not be
employed in the following

occupations:

Any work requiring the use of ladders, scaffolds or their substitutes
including outside window washing that requires standing on sills;

Cooking (except with electric or gas grills that do not involve cooking over
an open flame and with deep fat fryers that automatically lower and raise
the baskefts);

Baking;

Operating, setting up, adjusting, cleaning, oiling or repairing power-driven
food slicers, grinders, choppers, cutters and mixers;

Construction, including demolition and repair;
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Prohibitions for minors under 16

cont'd

Work in freezers and meat coolers, and preparation of meat for sale.
(Wrapping, labeling, pricing and stocking goods are permitted if
performed in areas separate from meat coolers and freezers);

Loading and unloading goods from trucks, conveyors, railroad cars;
Operation of motor vehicles or service as helpers on such vehicles;
Public messenger services;

All occupations where the minor comes in close proximity o moving
machinery;

In any occupation dangerous to the life or limb, or injurious to the health
or morals of the minor.




Immoral Places and Activities

» Minors under 18 may not be employed, exhibited or in any manner or
under any pretense, sold, apprenticed, let out or disposed of to another
person who causes, procures or encourages the minor to engage in any
obscene, indecent or immoral purpose, exhibition or practice.

» Any parent, guardian, employer, and any firm or corporation, who as an
employer or otherwise, sends, directs or causes to be sent or directed any
minor under 18, to any saloon, gambling establishment, house of
prostitution or other immoral place is guilty of a misdemeanor.



Restricted Occupations

Occupations permitted to minors, with
certain restrictions
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Food Service and Retalil

Office and clerical work.

Cashiering, selling, price marking, bagging and carrying out orders.
Errand and delivery work by foot, bicycle or public transport.
Cleanup work, excluding the use of power-driven mowers or cutters.

Kitchen work and other prep work, including but not limited to the
operation of popcorn machines, dishwashers and coffee grinders.

Cleaning vegetables and fruits, outside of freezers or meat coolers.



Liquor and Lottery Sales

Sell alcohol for consumption off the premises only if the minor is constantly
supervised by a person 21 years of age or older.

Sell lottery tickets only if the minor is constantly supervised by a person 21
years of age or older.

Bus tables in a bona fide eating establishment where alcohol is served.

Persons under 21 may not be employed during business hours in or on a
portion of any premises that are primarily designed and used for the sale
of alcoholic beverages for consumption on the premises. (BPC 25663)




Gasoline Service Stations

14 - 15 year olds may work in gas stations, but only in activities also permitted to 14 - 15
year olds in the food service and retail industries (e.g. cashiering, price marking).

16 year olds may dispense gas or oil, clean, wash and polish cars, and/or perform
mechanical work.

18 is the minimum age that a person may perform activities in a gas station that require
the use of racks, pits, lifting apparatuses or the inflation of any fire mounted on a rim.

Minors may not be employed in a gas station service establishment in any occupation
declared hazardous by the Secretary of Labor (29 CFR 570 Subpart E).
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Newspaper, Magazine and Door to

Door Sales

Minors 12 years of age may sell or distribute newspapers, magazines,
periodicals or circulars.

Newscarriers at least 14 years of age do not require work permits.

Minors under 16 may not sell passing motorists newspapers, flowers or
other merchandise from a street, highway, divider or on/off ramp.

Minors under 16 may not sell door-to-door unless they a) work in pairs, b)
are supervised by at least 1 adult for every 10 minors, c) are within
sight/sound of supervisor at least once every 15 minutes, d) are returned
home or to respective meeting place after each day and e) all sales
activities are performed within 50 miles of the minor’s residence.




Household Occupations

» Minors who are irregularly employed in odd
jobs in private households (such as
babysitting or yard work under 20 hours per
week) do not require work permits.

» Employment of minors in a household on a
regular basis to perform domestic duties
requires a permit to work.



Household Occupations

» Definition: Any person employed by a private household or third party
employer recognized in the health care industry ... to supervise, feed or
dress a child or person who by reason of advanced age, disability or
deficiency needs supervision.

» Personal attendants who are at least 16 years of age may be issued @
permit to work for more than 4 hours on a school day.

» Minors may be issued a permit to work more than 8 hours in a day, but are
still subject to the weekly maximum for their age group.



Entertainment Work Permits

STATE OF CALIFORMIA THIS 15 NOT A PERMIT
Divigasn of Labor Standards Enforcement
CIBEW {never sppied befoe] ] RENEW

Farmit ho. =

APPLICATION FOI ERMISSION TO WORK IN THE E!!ERT&INENT!NIJE!E!

PROCEDURES FOR DETAINING WORK PERMIT
Completr the information required helaw,

1
L Schosl nutherities nvust complete the “School Record” section helow for mimers im grases 1 thea 12,
4 For mnors 15 days through kimdergarten, please atineh a photo copy of miner's birth certificate. See reverse side for otfser documents
iheat wany he secepted.
4 AR gt MUST b i Mo fax or ph
S Ml or present the completed application te any sffice of the Divisdon of Laber Stamdards Enforcensest For issuance of yoer work
pormit. Work pernsits will be ivosed within 3 business diy s and mabled §
& Plense pr P stamped cavelape =0 the permi can be mailed hack fo you.
Fame of Chig
ARA
Femanen Adiees Fiome Phone BUmEer
Harmtier Svest cay e Tpcom
[ S50 Aending | Trade
Date of Bith | Age | Heignt | Wesght Har Cofier | Eye Color [ Gender
' g Heake
L by e
STATEMENT OF PARENT OR 1t s oy ol Wark Prrmit b issued to the sbove named child, | vil
raad ine rules governing such smploymant and will cooperate my abiliry in hor mora and
physical ntarast, | haraby carity, undar panalty af p , that e e and correct
sabmiting b arder t2 abeain Ao your chikd,
DLBE's use of § 13093 3nd 1303.10. whiich pravc fr the IEsusnce of such fermits. Nite it
DLEE'S use of iar

Hame of Parent of Craardan (2nnt of bpey | Bignature Caytime Fhone Rumber

SCHOOL RECORD
Clhole wheter “SATISFACTORY" oo “UNSATISFACTORY™ for aach
“Ecnlenis (Grade) “Hnallls ~ Flese nckate [ Bve shor reciiies
e spprcns o cblui 3 pami
i

Amendance

SATMSFACTORY | UNSATISFACTORY
FCERTIFY THAT THE ABCOVE-NAMED MINGR:
Aeets e school detvict's requirements with respect fo age. schud recond, attendance and hesth
Does be 5

Il SATISFAC TOI

APPROVAL

Tilorized Sohool MGE, Sighature ang THE [
Torod Aodees Fehod Ehone Humoe:

|School Seal, Stamp, Address Stemp o
Signad | eteenead| REQUIRED

HEALTH RECCRD
Comprlete Hs Secton I instrcled ko So o i (0fant i wader Goe Month of Age

e of Cucter ] Al Pone Hurmber

Feerity that | i geen wh is Bosrd Cutifed i Suirics , wnd bave

I my opiron, (plesse crele) he | she U5 ( fsmot physically ¥ o be emipkyed in e production of moten pictures snd felevison, || leas
than one mont. infant fs 0 ls et slissl1Sceysoid,  was | wesnol caimedtobblermiand Is ) fsnel physically st to perem
Signaure - MO Dats %

[

“PLEASE USE DOCTOR'S OFFICE STAMF ON APFLICATION TO ENSURE AUTHENTICITY .

DLSE- 277 (Rev, 0312) Anpication for Permission to Werk In Enberainmest ndusiry
Engisn




Entertainment Work Permits

v

Individual permits issued for 6 months.

» Authorized school official must complete the “School Record” portion,
sign name and print title, and affix seal or stamp.

» Authorized school officials include principal, vice principal, dean, counselor or
the minor’s teacher.

» Minors schooled in a setting other than a public school classroom must
obtain the verification from either the local school district or the county
office of education where the minor lives.

» When school is not in session, minors may submit most recent report card.



Entertainment Work Permits cont'd

» The law limits the number of excused absences for a child holding an
entertainment work permit to five absences per school year.

» Each absence may consist of up to five days.
» Students must be instructed during the absence by a certified Studio Teacher.

» All work, grades and credit that the student completes with the Studio Teacher must
be accepted by the school district or superintendent.

»Minors may not work during regular school hours,
except during permitted absences.

» For more information, see EC 48225.5 and LC
section 1308.



Standard Work Permits

STATE OF CALIFORNIA CEPARTMENT OF EDUCATION
STATEMENT OF INTENT TO EMPLOY A MINOR AND REQUEST FOR WORK PERMIT-
CERTIFICATE OF AGE
COE R {Rev. 0710}
STATEMENT CF INTENT TO EMPLOY A MINOR AND REQUEST FOR WORK PERMIT-CERTIFICATE OF AGE” form

ft.‘DL: E1-1} shall be completed m secordanee with Califormis Edueation Cade 49162 and 49163 as notfieation of intent 1o employ o
tninie. This form is alss a Cernficate of Age pursunt to Califomis Foweation Code 49114

(Pt femmation)

Minor's Information
bmar’s Name (Frrst and Lest] Home Phone
Hirth Date Bocel Security Number Chraache g
Home Address Cigy Zip Code
School Information
Hehool Mame Sehool Phone
Sehool Address ity Zip Code
To e filled kn and skgned by employer, (Please review the v of Minors' Wairk )
Business Mame or Agency of Flacement Business Fhone Supervisor s Mame
Business Address ity Zip Code

Dreserdbe mature of work o be p

I complianes with Califeonia fabar faws, this engloves i covered by worker 's compensation inniamice, This businew does not
cllseriminate unlawfidh on the basis of vace, ethaic backgrowic religion, sex, sexnal ovientation, coloy, watlanal arigin, ancestiy, age,
phwsical handicap, or medical condition, | hereby cortify i, f the best af my inawledge, fhe infivmation herein s carrect and i

Employers Mame (Print first and Last) Employer s Sigrature Tt

To be flled in ond signed by parent or legal guardion
Thits wawcr 15 being emploved ar the place af work desoribed with oy fill baowledge and consent, T hereby cerify thar tothe Fest af my
fneledge and beliaf, the fnformation ferein 15 corract and frue. T requast that @ work permis be tonned

Farert or Legal Guardinn's Mame (Frow Firt and Lasth Parent or Legal Guardsan's Signatare Date

For work permit Bssuer use ONLY

aximum number of hours of employment when school i 1n session

“Man "Twe  Wed  Tw  Fa 8w Em Total
Cheek Permit Tyvpe:
TN g e 17 =i it
01" Werkabilzy Education, or Personal
Verilying Autkeety s Mame and Tille (Pr) [ Reatrieted Abiendant
[ General

Venlying Authoeity’s Syznature

“EC 49130 | "Permit Type defined by local school | Special Edusation Cra
Copy-District or County Superintendent, Ensployer, Parent ce Legal Guardian (Over)



General Requirements

»  Must attend school full-time, unless a high school graduate;

» 16 and 17 year olds may attend part-time continuation classes, at least four hours per week, if regularly
employed.

» Permits are always required, even when school is not in
session;

» No law requires schools to issue permits for the maximum
hours allowed nor for every occupation available to the minor;

» Permits may be denied or canceled at any time by school
officials;

» Permits issued during the school year expire five days after
the opening of the next school year;
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General Requirements, cont’'d

Minors must be at least 12 years of age, however few occupations will be
available to them;

Apprentices must be at least 16 years of age;

Parents who employ their children must still obtain a Permit to Employ and
Work (with few exceptions);

Minors visiting from another state must still obtain a permit, which may be
issued by the local school district in which the minor will reside while
visiting;

Emancipated minors may apply for a permit without parental consent,
but are still required to obtain one.
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Exemptions

High school graduates or minors that have been awarded a certificate of proficiency;

Children employed by a parent or guardian in agriculture, horficulture, viticulture or
domestic labor on property the parent owns, operates or controls;

Minors who are self-employed;

Minors irregularly employed in odd jobs in private homes, such as babysitting, lawn
care, and leaf raking;

Minors at least 14 years of age employed to sell and/or deliver newspapers;

Minors of any age participating in horseback riding exhibitions, contests or events (NOT
to include rough stock rodeo events).




Special Considerations

» Date of birth may be verified by using a birth certificate, baptism
certificate, or a passport in lieu of school records. When there are no
available official documents, an affidavit by the parent or legal guardian
may be sufficient (EC Section 49133).

» Private and charter schools may now issue work permits themselves. If the
principal of a private school chooses not to issue work permits, permits
may be issued to pupils by the local school district (EC Section 49110.5).

» Parents that home school may designate another administrator to issue
work permits. The administrator must self-certify a working knowledge of
child labor laws and all laws pertaining to the issuance of work permits (EC
49110).



Violations and How to Report Them

LABOR COMMISSIONER STATE OF CALIFORNIA
O INDUSTHANL KELATI i I ORL

Initial Report or Claim

PLEASE PRINT OR TTPE ALL INFORMATION Theriea
R o o cvopemy o e sty i oo it form

PRELIMINARY QUESTIONS

T 15 yoer 2him ADOuE & pulilic wOkS project? Y your s is “VES,” STOP hare, DO NOT FILL GUT THIS FORM, w18 ol the “FW-1" dem
form inestead. I yin seeswer b5 “HO.” croceed wih this ferm.]

2 Have you fed & retaliation complain ageinst your employer witt ihe Lebor Commissioner?
O we iy o

. mag
oot Dy carmplainl by Alilng ot il Tarm, “DLSE FORM 2057
T
Clves  prves: wsch it A y
e
4 sew cther e emooyert  Cives  [wo Choont esow
Part 1: LANGUAGE ASSISTANCE & REPRESENTATION
58 Doyosnesd an nisprele? b ITyou checked TES Lo Box S emier foe snguspe neecen
Oves Ono
Ba Nyoe are beng cassted wih your G by & Gwyer of Gher advocale, enter your ADVOCATE S NANE B0, ADVOCATE S FHONE
and ORGAMTATION
o Wour ADVDCATE'S MALING ADDRESE (urriter, Srast P Scha) | T HTATE Izwcms
Part 2: YOUR INFORMATION
T You FIRET HAME 0. Your LAST NAME 0 HOME PHONE 0. OTHER PHOME | 11, ERTH DATE

1 ]
12 Vour MALING ADDRESS St Kurrer, Sirwe: Hars, Apsrissart Kumiser; i STATE IZIPCD{!E

rt 3: CLAIM FILED AGAINST (EMPLOYER INFORMATION)
13 EMPLOYER / BUSINESS MAMES) EMPLOYER 5 VEHICLE UCENSE PLATES | 15 EMPLOYER FHONE

i ]
16 ADDRESS of EMPLOTER ( BUSINESE [2kest Narmir, Seut e, Fesse St = STATE | ZFF COOE
77 ADDORESS where you woreed, if Grinrens om Bo 16 (M, Gresl. P Buw). | 117 ETATE | IF CODE

T8 NAME of FERSON IN CHARGE (Forat Narr,

0 TYFE OF SUSHESS 2T TYRE OF WORK FERFORNED 23, EWPLOYER 5TAL M BUSIESS?

Oves Oue  Cloon weow

24 Check which box describes your smalayer. i you knaw. CIGORET Ol PARTHERGF [ LG




Common Labor Law Violations

Nonpayment of weekly overtime;
Paying subminimum wages when not permitted;
Employing minors without work permits;

Requiring minors to work over the daily maximum work hours;
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Requiring minors to work outside the hours allowed on school and non-school days.



Department of Industrial Relations

Home | Labior Law. LA - Satety & Healih

Employers

© Kasp your wol =afe

B Worksrs'co requirensanis

At young workens

1 for wamen in e workforos © Satup-an appi

Mnne tor Warkers [#] Mose tar Empioyers

Laws & v-si, Pubic
Regulations ! Participation

What's @ #n Espafial

Direciors Ofice | Boands

Workers' Comp Reform
Prevent Heat Biass

Public Works
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R
@B Caruer Opponunies
-

+ Fublit Satsty

emall updates

* Industial Relafons

* Accasnal




References

www.dir.ca.gov

www.cde.ca.gov/ci/ct/we/wpfaq.asp

http://leginfo.legislature.ca.gov/faces/codes.xhimi

www.dol.gov
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