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                GO5 Bridge Program 
                  Work-Based Learning Training Agreement

	[bookmark: _Hlk204775903]Participant Information 



Last Name:   				First Name:                                                       Middle Initial:_____

Address/City/Zip Code:_ 

Phone Number:   					Birth Date: 


Emergency Contact Name and Number:

Email Address (Optional): 

	CBO Information 



 CBO Provider Name:                                                       CBO Case Manager: 
 
 Address/City/Zip Code: 

 Phone Number(s): 
	Worksite Information 



Name of Business:                                                                              Site Supervisor: 

Address/City/Zip Code: 

Phone Number(s):


WBL Position Offered:                                                             Training Start Date:                          End Date: 
 
  Total Number of WBL Hours:                                              Starting Wage:  

	[bookmark: _Hlk204774060]Community-based Organization (CBO) Provider Responsibilities 


Pre-placement
1. Verify work site meets all National Restaurant Association Educational Foundation criteria.
2. Conduct a pre-evaluation of the participant’s readiness for the work-based learning activity.
3. Confirm with employer and document in the training plan the work tasks, occupation-specific competencies to be trained, work hours, and timeframe for the participant.
4. Ensure the participant is set up properly in the program system to receive payment from the CBO.
5. Ensure participant has a financial account or other mechanism to receive their payment.
6. Conduct orientations with the work site supervisor and participant that explain the expectations of the work-based learning activity.
7. Assist work site supervisor and participant in filling out all documentation needed.
8. Provide an alternate staff person for the participant and work site supervisor to report to at all times when designated case manager is not available.

	Community-based Organization (CBO) Provider Responsibilities Continued


During Placement
1. Maintain regular contact with work site supervisor(s) and the participant, including Weekly Check-in, and as necessary to provide counseling and address the needs of all parties.
2. Act as the employer of record to document work hours and issue paychecks; ensure wages are administered to the participant each pay period.
3. Provide a pay schedule to participant and work site supervisor.
4. Review the completed timesheets for accuracy and consistency for all authorized hours worked.
5. Monitor and evaluate the work site and activities for compliance with applicable labor laws and program training goals.
Monitoring & Evaluation
1. Ensure work site supervisor completes a mid-point and final performance evaluation to assess the participant’s development of occupation-specific competencies and work readiness upon completion of the work-based learning activity.
2. Notify work site supervisor and participant of any problems or circumstances that could potentially lead to an early termination of the contract. In addition, provide notification of any intent to terminate this agreement earlier than outlined in the agreement.
3. Conduct at least 3 on-site monitoring visits to ensure the safety, appropriateness, and performance of the work site and participant.
4. Ensure participant is not involved with religious sectarian instructions or political activities during work-based learning activities.

	Work Site Responsibilities


Pre-placement
1. Ensure designated individual(s) who signs this agreement is authorized to represent the work site.
2. Work with the CBO and the State Restaurant Association to verify that work site meets all National Restaurant Association Educational Foundation work site criteria.
3. Define the work tasks, occupation-specific competencies to be trained, work hours, and timeframe for the participant in the training plan document.
During Placement
1. Provide the participant with an orientation to the rules, procedures, and regulations of the work site.
2. Provide training and demonstrations on the work tasks related to the occupation-specific competencies and proper use of any equipment/tools utilized.
3. Provide an alternate supervisor for the participant to always report to when the designated supervisor is not available.
4. Provide sufficient work tasks related to the occupation-specific competencies during work hours.
5. Provide the CBO representative with access to participant to perform career counseling services.
6. Verify and sign that participant worked the recorded hours on the timesheet; ensure participant maintains the designated work schedule, within the defined time frame. Participants are not allowed to accrue overtime, sick leave, or holiday pay.
7. Provide the participant with reasonable opportunities to improve performance and work habits prior to termination; notify the CBO representative of any problems or circumstances that could potentially lead to an early termination of the agreement. In addition, provide notification of any intent to terminate this agreement earlier than outlined in the agreement.
8. Report any work accidents or injuries related to participant to the CBO representative.
9. Provide general liability insurance coverage for the work site.
10. Comply with the regulations defined in the Fair Labor Standards Act, as well as any other pertinent Federal, State, and Local employment laws.


	Work Site Responsibilities Continued 


11. Ensure that participant’s engagement in the work-based learning activity does not result in the displacement of employed workers or will not result in the substitution of regular workers who would normally be hired. 
12. Ensure participant is not involved with religious sectarian instructions or political activities during work-based learning activities.
Monitoring & Evaluation
1. Review and provide feedback on the progress and performance of participant to the CBO representative as requested.
2. Provide a performance evaluation of participant at the midpoint and upon completion of the work-based learning activity, as defined within this agreement.
3. Consider hiring the participant for an open position, as available, provided they successfully complete the program and demonstrate the required qualifications to be considered as an applicant.
 
	
Participant Responsibilities


1. Follow the policies, rules, and regulations of the work site, CBO, and GO5 grant program.
2. Exhibit and maintain professionalism throughout the work-based learning experience, including demonstrating a conscientious attitude and being honest, punctual, cooperative, courteous, and willing to learn.
3. Complete all required documentation and records required for the program including the timesheet for hours worked.
4. Communicate with the CBO and work site supervisor about any challenges or issues that arise during the work-based learning experience and seek to resolve issues cooperatively. 
5. Maintain regular attendance as agreed upon in the training plan and, in the case of an unavoidable absence or change in schedule, provide advance notice to the work site supervisor and CBO.
6. Report all injuries, accidents, or hazardous conditions to the CBO immediately.
_______________________________________________________________________________________________________

This Work-based Learning Training Agreement is between the work site (named above), the CBO provider (named above), and the training participant (named above). All parties agree to the terms and conditions set forth within this agreement. To renew or extend the Work-based Learning Training Agreement, please contact the CBO representative.

Any of the parties may terminate this contract at any time by giving ten (10) days advance written, signed notice of intent to terminate the other party. The individual signing this contract on behalf of the work site is the work site’s authorized agent and certifies that all the information listed above is correct.

________________________________________________________________________________________________
Case Manager/Job Developer Signature                                                                                   Date

________________________________________________________________________________________________
CBO’s Authorizing Signature                                                                                                         	Date

________________________________________________________________________________________________
Work Site Authorizing Signature                                                                                             	Date

________________________________________________________________________________________________
Participant Signature                                                                                                                         	Date
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Participant Information    

  L a st  N a me:             F i r st   N a me:                                                         Middle   I ni t ial: _____     Add re ss/ C i t y / Z ip   Cod e : _       P hone   Numb e r:               Birth Date:        Eme r g e n c y   Cont a c t   N a m e   a nd Numbe r :     Email Address (Optional):     

CBO Information    

    CBO Provider Name:                                                           CBO  Case Manager:           Address/City/Zip   Code:        P hone   Numb e r ( s):    

Worksite Information    

  N a me of   B usines s :                                                                                  S i t e  S up e rviso r :       Add re ss/ C i t y / Z ip  C ode :       P hone   Numb e r (s) :       W BL   P osi ti on O f fer e d :                                                                T ra i n ing   S ta r t   D a te:                             End   D a t e :           Total Number of WBL Hours:                                                 Starting Wage:        

Community - based Organization (CBO)   P r ovi de r   R e s p o n si b i l iti e s    

Pre - placement   1.   Verify work site meets all National Restaurant Association Educational Foundation criteria .   2.   Conduct a pre - evaluation of the participant’s readiness for the work - based learning activity.   3.   Confirm with employer and document  in the training plan the   work tasks ,   occupation - specific  competencies to be trained, w o r k   h o u r s ,   and  t i m e f r a m e   f o r   t h e   p a r tici p a n t .   4.   Ensure the participant is set up properly   in the program system  to receive payment from the CBO .   5.   Ensure participant has a  financial   account or other mechanism to receive their payment.   6.   Conduct  or ie n tati o n s   with   t h e   w o r k s it e   su p e r v i s o r   a n d   p a r tici p a n t   t h at   e x p lai n   t h e   e xp e c tati on s  o f   t h e   w or k - b a s ed   lea r n i n g   a c t i v i t y .   7.   Assist work site supervisor and participant in filling out all documentation needed.   8.   Provide an alternate staff person for the participant and work site supervisor to report to at all times  when designated case manager is not available.  

