Senior Community Service Employment Program

Host Agency/Training Site Letter of Agreement

This agreement begins ________________________, and ends _______________________.
(May not exceed end of grant period)                    

This is a Letter of Agreement between __________________________________________________________________, hereinafter referred to as SCSEP, and 

Training Site Name: _________________________________________________________________________________

Address: __________________________________________________________   Phone #: ________________________

to have Training Site Supervisor: ______________________​​​_______________________, provide On-the-Job Training to prepare SCSEP participants for employment.

SCSEP shall employ participants for the purpose of receiving On-the-Job Training, and shall assign participants to the Training Site to receive training to help them obtain employment. It is further agreed that:

1.
The Training Site shall assist and encourage participants to seek and obtain unsubsidized employment, including, but not limited to, recognition that participants will use authorized time for appropriate job search activities. The Training Site acknowledges that participants may engage in job search activities concurrently while they are assigned to the Training Site for training.

2. The Training Site shall work with SCSEP to assist each participant in his/her personal development. Personal development includes meeting with SCSEP staff at the site, or in a meeting, to be assessed and/or to develop an Individual Employment Plan. The Training Site understands that participants will use authorized time to attend regular meetings of program participants, SCSEP workshops which provide training in goal setting, job search, and related topics, and/or to attend skills classes identified as appropriate for each participant's training.

3.
The Training Site shall consider participants for all job openings for which they are qualified. The Training Site shall hire a participant, subject to the Training Site's personnel procedures, into a position for which the participant is qualified if and when possible. Failure to consider a participant for an appropriate opening will result in termination of this agreement.

4.
The Training Site shall recognize that participants are assigned to a temporary training position designed to prepare participants for unsubsidized employment, that SCSEP may transfer participants at any time to another training site to enable participants to receive different training, and that such a transfer is likely when a participant has completed training with the Training Site.

5.
The Training Site shall provide adequate supervision of participants, and shall provide orientation and necessary training concerning the training site, its activities and each participant's day-to-day responsibilities.

6.
The Training Site shall provide a copy of each participant's Training Assignment Description to each participant and to SCSEP. The Training Site shall not change a participant's duties or working conditions without first updating the Training Assignment Description.

7.
The Training Site shall provide a safe and sanitary training environment and training conditions, and shall give all participants any necessary safety instruction, and shall report any accidents immediately to SCSEP staff.

8.
The Training Site shall provide SCSEP with an accurate time sheet for each participant for each pay period.

This agreement begins ________________________, and ends _______________________.
(May not exceed end of grant period)                    

9.
The Training Site shall complete and return in a timely manner any reports, evaluations, etc. requested by SCSEP which will include, but not be limited to, semi-annual evaluations of each participant. 

10.
The Training Site shall report to SCSEP the value of the supervisor's time, and what percentage of the supervisor's compensation is paid for with federal funds. The Training Site shall report, on each pay period's time sheet, the amount of time spent in direct supervision or training of each participant.

11.
The Training Site shall assure that each participant only works the total number of hours authorized by SCSEP, and will refrain from requiring any participant to work overtime or volunteer hours, and will be solely responsible for paying a participant for any hours worked in excess of those hours authorized.

12.
The Training Site shall not displace any employee or volunteer with a participant, nor assign a participant to perform the tasks of an employee on layoff, nor replace a non-SCSEP funded position with a participant.

13.
The Training Site shall not discriminate on the basis of race, color, religion, sex, national origin, disability, age, political affiliation or opinion, or ancestry.

14.
The Training Site shall have participant’s immediate supervisor attend an annual meeting of training site supervisors as scheduled by SCSEP. Failure of the training site to be represented at such a meeting will result in termination of this agreement.

15.
The Training Site shall ensure that participants do not engage in any partisan or non-partisan political activity, nor work to promote a specific religious belief, during work time paid for by SCSEP.

16.
The Training Site shall enforce the provisions of the Drug-Free Workplace Act of 1988.

17.
The Training Site shall respond in a timely manner to any Customer Satisfaction Survey it may receive from the U.S. Department of Labor or its agents.

18.
Any additional provisions, or any exceptions to any of the above provisions (if none, write none):
 


_______________________________________________________________________________________


_______________________________________________________________________________________


_______________________________________________________________________________________


This agreement may be terminated or amended by either party with 30 days written notice to the other party, or immediately by SCSEP upon termination or reduction of funds.

__________________________________________________

___________________________________





Signature of Authorized Official





Signature of SCSEP Official

__________________________________________________

__________________________________







   Name/Title






            Name/Title




_________________________




_________________________








Date











          Date                             08/09

