
 
 

     HIRE LA’s Youth  

Worksite Toolkit 

 

 

 
 

This toolkit provides a summarized description of the HIRE LA’s Youth year-round program and the 
Summer Youth Employment Program (SYEP), rules and regulations, and documents for 
participating in the program as an approved Worksite location partnering with a Youth Service 
Provider.  
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The purpose of HIRE LA’s Youth and the Summer Youth Employment Program (SYEP) is to provide 
young Angelenos with work experiences and career exploration opportunities that build on their 
individual strengths while exploring personal occupational goals. A positive work experience 
engages the talents and interests of youth, develops skills and competencies, and provides 
positive mentors. 
 
Worksites are very critical to the success of HIRE LA’s Youth and SYEP. If your organization would 
like to directly hire or participate as a Worksite, your organization will work with a Service 
Provider (“SYEP Provider/Agency” or “Contractor”) to offer youth appropriate work experiences 
under properly supervised conditions.  
 
For this reason, we have created this toolkit to serve as a resource for you. This toolkit explains 
the responsibilities of the Worksite in providing youth with appropriate work experiences, 
explains how to supervise youth(s) properly, and provides a sample outline and possible 
activities for the work experience. Organizations choosing to hire directly will find the 
information in this toolkit helpful as well. 

Please read the information contained in the toolkit carefully and thoroughly. If you have 
any questions, please bring them to the attention of your Service Provider so that they can 
be clarified immediately. If additional assistance is needed after contacting your provider, 
please contact Karina Henriquez City of Los Angeles Economic and Workforce 
Development Department, at (213) 744- 9375 or karina.henriquez@lacity.org  

 

We look forward to working with you and hope you have a great summer! 

Sincerely, 

Economic and Workforce Development Department 
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Why Should Your Business Get Involved? 

 Develop the workforce of the future 
 Diversify your workforce 
 Pre-Screen potential employees 
 Provide a positive opportunity and experience for a young person 
 Low cost 
 Fresh perspectives - Tap into new ideas, innovation and enthusiasm 
 Generate good public relations 
 Opportunity to build your staff’s supervisory skills 
 Expand capacity and complete special projects 

 
How Can Your Business Get Involved? 
 
 Directly hire a City of Los Angeles youth or to sponsor a work experience 

or internship for a youth through a pledge to the program 
 For more information regarding sponsorship, contact Makeda Vela City of Los 

Angeles Economic and Workforce Development Department, at (213) 744 –
7345 or makeda.vela@lacity.org 

 Offer supervised work for a youth at your workplace through a 
subsidized work experience or internship  

 For more information, select an agency and contact them directly. This toolkit 
provides guidance for the process. 

 

Testimonials 
 
“All the participants have been extremely eager to learn and quick 
at it, said Tanase Popa, producer at Ryan Murphy Television. He 
added, “It has been very rewarding to help youth at their beginning 
stages of their career and development.” 
 
 “American Horror Story is one of my favorite shows. 
To be part of how my favorite show is made was an awesome 
experience.” 
-Eryn Hillard, intern for several summers 
at Ryan Murphy Productions 
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To the 2018 graduating class of HIRE LA’S Youth interns “I hope you  
pursue science or engineering and I hope a few of you come back to 
the Bureau of Sanitation and that you do great things for the City of 
Los Angeles.” 
Mas Dojiri, Assistant General Manager at the Bureau of Sanitation 
 
“It can change lives. It can inspire change. It can inspire a work 
ethic in you. 
It can get you that first honest paycheck. That’s all it was for me.” 
-Steven Mason, Youth Employment Specialist II in Youth Operations 
at EWDD 
 
Worksite Agreement 
 
The Worksite Agreement, which will be reviewed with you by the Service Provider, is designed 
to outline the partnership between prospective worksites and Youth Service Providers. Worksites 
will work with the providers to deliver a work experience component which is valuable and 
meaningful for both the participant and the worksite. The Agreement must be completed and 
approved before participants can be assigned to your site for work. Through the HIRE LA’s Youth 
and SYEP program, youth service providers serve as the employer of record. 
Example: Netflix (worksite) working with Archdiocese Youth Employment Services (youth service provider) 
 

Youth Placement 
 
Youth will be placed with your organization based on your needs and requirements and youth 
interests and abilities. Youth Service Providers will provide each youth with a career and 
educational assessment to get to know them better. From there the Youth Service Agency’s staff, a 
Case Manager, will do their best to match youth with employers. Generally, providers match and 
select youth for the employer, however, arrangements can be made on a case by case basis if an 
employer wants to interview candidates.  

Role of the Case Manager 
 
The Case Manager is a liaison between the employers and the youth in the program. The Case 
Manager is an advocate for the participant and ensures that he or she has meaningful work 
experience or internship and is following all labor laws set forth by the state and federal 
government. Case Managers are there to support the youth toward their employment and life 
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goals throughout the program and assist the employers to work toward a positive experience for 
both parties.  

The Worksite Supervisor 

The supervisor must be ready to meet, mentor, supervise, and help the participant from the 
moment they arrive. The tasks and responsibilities of a work experience supervisor include the 
following:  
 
Orient the youth to the worksite, the work to be performed, and the expected behavior  
 
Direct the youth so they have a complete understanding of their assigned job duties  
 
Encourage the youth toward good work behavior and performance  
 
Train the youth the help them gain the skills and abilities to perform the specific jobs and to 
develop desirable work behavior  
 
Organize the youth and worksite staff, tasks and materials to achieve coordination and 
cooperation  
 
Connect with both the youth in your group and with others who may impact the work experience 
by listening and keeping all persons appropriately informed and supervised 
 
Mentor and guide the youth and provide a good example of appropriate workplace behavior  
 
Complete Performance Evaluations to ensure work experience goals are being met  
 

Supervision: Adequate supervision is expected for each youth participant. Please ensure that a 
responsible adult is at the worksite to direct and advise the participant at all times. Adhere to 
California and Federal Child Labor Laws (maximum hours, breaks etc.). Refer to 
https://www.dir.ca.gov/dlse-cl.htm for more information.  

A Few Tips  
Supervisors and Organization Staff must:  
 Be open minded and positive  
 Have fun and be sincere  
 Remain consistent in following program rules  
 Remember that good communication includes listening  
 Model professional speech and behavior  
 
Supervisors and Organization Staff must not:  
 Jump to conclusions about the young person’s abilities, background, or potential for success  

https://www.dir.ca.gov/dlse-cl.htm
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 Be judgmental  
 Forget how important you are to your youth  
 Try to impose your beliefs or values on a young person  
 Allow rudeness or foul language  
 

Timekeeping 

HOURS OF WORK: The schedule will vary among participant(s) depending upon both their 
availability and your organization’s needs and operating hours. Each participant is expected to 
work at least 100 hours from the beginning to the end of the program, with no more than 40 hours 
per week. 

PAYROLL PROCEDURES: Participants and supervisors will have a copy of the time sheet for each pay 
period. Time sheets should be kept by the Youth Services Agency, not by the 
participant. 

HOLIDAY OR VACATION PAY: Participants are not paid for holidays or vacation.  
 
OVERTIME: Participants are not allowed to work more than the hours scheduled per week so 
overtime is not an option.  
 
SICK LEAVE: Participants will not be paid for sick leave.  
 

LUNCH: Participants are not paid for lunch time, and if working six hours or more, must be given 
a duty-free, 30-minute lunch. 

TIME AND ATTENDANCE PROCEDURES  
• Actual hours worked must be logged daily on the sign in/out sheet.  
• Youth hours submitted on timesheets should be recorded per the Youth Service Providers 

guidelines.  
o Example - If the Agency requires 15 minute increments, please do not have youth 

start their shift until they reach a 15 minute increment. For example, if the youth 
arrives at 9:10, they should not start work until 9:15, and 9:15 should be recorded on 
the timesheet.  

• Timesheet hours will be verified by the worksite supervisor for accuracy.  
• Participants are required to report for their scheduled work times. If they will be absent or 

late for any reason, they must contact their worksite supervisor prior to the start of their 
scheduled shift. 

• Participants may arrange for excused time off prior to the scheduled shift with worksite 
supervisor as permitted. 

• Unexcused absences should be addressed and noted on the participant’s evaluation. 
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• Repeated, unexcused absences may result in the youth’s suspension or termination from 
the worksite. 

 
Record Keeping  

The worksite is responsible for ensuring participant records are kept confidential and secure. At 
the end of the participant’s pay period, the worksite supervisor must confirm the participant’s 
hours worked and sign their name certifying that the information is correct. 

Worksite Supervisors are encouraged to keep a copy of all youth timesheets for their 
records. 

Meaningful Work Experience 

A great deal of the success of the Work Experience for participating youth depends on the 
supervisor, who is also a mentor. The supervisor will deal directly with the participant by 
introducing them to the workforce, which is new to many of them, and their professionalism, 
enthusiasm and direction will set a tone that will influence the youth for life. Listed below are 
recommendations for providing a meaningful work experience for the HIRE LA’s Youth and SYEP 
participants: 

 Set high expectations in accordance with the participant's age and skill level. 
 Provide training and support for achieving expectations. 
 Clearly communicate what is expected of the participant. 
 Review the job description with your youth and the job functions they will be performing to 

reach their skill attainment goals. 
 Provide a variety of learning opportunities for skill development through performing 

multiple tasks. 
 Provide ongoing feedback on the participant's work performance. 
 Communicate with your case manger about the performance and needs of the youth. 
 Provide a safe and structured work environment. 

Cultivating the Experience 

Step 1: Set Goals and Policies for the participants. 

Step 2: Write a Plan for the Opportunity. 

Step 3: Provide the Youth Services Agency with a list of desirable qualifications to ensure   
participant success. 

Step 4: Manage the participant. 
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Step 5: Conduct Exit Interviews and Follow-up.  

Work Experience 101 

Onboarding - Spend the first three (3) to five (5) days onboarding your intern. It might seem like 
a lifetime to dedicate an entire week to onboarding but the benefits to the youth and your 
organization will be substantial and well worth the time spent.  

What should you cover in onboarding?  

Think of a condensed onboarding session for full-time employees. Onboarding should include an 
overview of the company, product deep dive, organizational structure and what each team in the 
company does, shadowing the manager and other team members, and reviewing any other skills 
necessary for the job.  

Buddy System - Participants will hopefully have a manager who is overseeing his or her project. 
Outside of that, assign your participant a buddy or additional mentor to be a go-to person for 
knowledge sharing, sounding board, and work friend. This person should be close in age if 
possible, and will be a critical part of the hiring process should the participant receive a full-time 
offer at the end of the work experience or internship. 

Project - Try to assign one, long, meaningful project. Give your participant a project that will 
enable them to have an impact and walk away saying “I did A and B for this company and it 
resulted in X, Y, and Z” 
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Sample Orientation Outline 

• Review organization vision and department missions  

• Give the participant a feel for the organizational structure, provide an organizational chart or                           
staff list with phone numbers  

• Explain the need-to-know items  

• Parking Instructions 

• Work station location 

• Specific work dates and times  

• Office hours, breaks and lunches  

• Intranet and Internet Policies 

• Using office equipment, i.e. Copy machine, phone  

• Dress code  

• Attendance and punctuality  

• Review organizational and employee policies  

• Review the work experience 

• Identify and discuss main projects/goal setting  

• Job description  

• Results expected  

• Action plan  

• Set regular evaluation meetings 
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Possible Work Experience Activities 

 

  COMPANY ACTIVITIES                    DESCRIPTION OF WORK 

 
 

• Youth may update newsletters, staff profiles, website or departmental information 
bulletin boards.  

• They may post announcements, company achievements and employee recognition 
awards.  

Update Company 
Information  

• Expose the youth to multiple facets of your organization by having them shadow 
various colleagues.  

• The youth may get involved with an aspect of a department project. 
• Have your young person gather feedback from staff relating to company 

improvements, then report their findings in a meeting.  

Departmental Project 
Work  

 

• Ask for suggestions relating to reaching your target audience.  
• Have your young person put together presentation folders for customers.  
• The young person may enter feedback/data from customer surveys, statistics or 

other forms of research.  
 

Company Marketing 
Campaign 

• Introduce youth to the organization’s social media outlets and discuss the strategy 
behind the social media usage. 

• Have the participants/interns make updates and posts and ask your intern to 
develop strategies for the social media websites.  

Social Media  

 
• Have your participanst/interns develop an internal community service initiative.  
• Allow the participants/interns to develop and implement the campaign, such as a company food 

drive.  
• If you would like to be connected with  a  community based  organization  (CBO), feel free to 

contact EWDD 
 

 
Community Service 

Project 

 

• The youth may place customer acknowledgment phone calls  
• Assist with “thank you” mailings.  
• They may greet customers, make introductions and give directions to company 

visitors.  

Customer Service  

 

• Have participants/interns keep a record of everything they do during the course of 
their work experience/internship and compile all of it into a portfolio for both the 
youth and employers records.  

Portfolio  

• As the program nears completion, have your participant/intern develop a presentation on the 
experience. Encourage the young person to utilize multimedia and the technological skills 
learned throughout the experience.  

• Reflect on what they have learned during the work experience/internship and think about his or 
her favorite projects. Arrange for the participant/intern to deliver the presentation to you and 
other members of your department. 

Reflect on the Youth 
Experience  
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Sample Work Experience Checklist

Name of Participant: ______________________________________________________ 

Work Schedule: __________________________________________________________ 

Supervisor: ______________________________________________________________ 

1. Introduction to Department and Workplace
a. Introduction email ______
b. Department tour and introduction to staff ______
c. Review of organizational chart ______
d. Informational meeting with key staff ______
e. Identify back-up supervisor (for when primary supervisor not available) ______

2. Tools and Training
a. ID card (if needed) ______
b. Computer access ______
c. Schedule any required training ______
d. Orientation to time-keeping procedure ______
e. Overview of organizational policies relevant to student ______

3. Emergency Contact Info and Protocols
a. Securing personal belongings ______
b. Security protocols ______
c. Emergency code chart ______
d. Emergency exits / evacuation procedure ______
e. Emergency contact info (parents/guardians) ______

4. Goals and Development
a. Develop learning goals and expectations (student and supervisor) ______
b. Schedule regular check-in meetings ______
c. Schedule mid-point goal assessment ______

5. Conclusion of the Work Experience of Internship
a. Final assessment/reflection session with student and supervisor(s) ______
b. Celebrate achievements ______
c. Assist student to develop summary of job for his/her resume ______

Please complete, sign, and date and return to (Name of staff member) 

_______________________        _____________________ 
         Completed by     Date 
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WE WANT TO HEAR FROM YOU! 
 
To encourage the participation of more employers, it would 
help to receive testimonials from employers about your 
experience.  
 
• How was your company enriched by HIRE LA’s 

Youth/SYEP 
• Your thoughts on shaping the future 
• Highlights from your experience 
• Lessons learned  
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FREQUENTLY ASKED QUESTIONS 
1. What are the ages of the participants?  
14-24 years old for SYEP and 16-24 year-round.  
 
2. What is the difference between HIRE LA’s Youth and SYEP?  
HIRE LA’s Youth is the overarching year-round program. SYEP is the summer component for HIRE 
LA which garners the bulk of youth participants due to summer break.  
 
3. How many participants can I request?  
You may provide work experience opportunities to as many young people as you feel. Remember 
each participant should be working for up 100 hours total throughout the program.  
 
4. How many hours a week will the participant work and can I schedule hours?  
Each participant will work 20 hours per week (absolute maximum of 40), for 6 weeks, in the months of 
June, July, and August for SYEP and throughout the year for HIRE LA’s Youth. Case Managers will 
advise on specific cases. Worksite Supervisor can schedule a participant to accommodate the work 
needs and the youth’s availability.  
 
5. How will the participants be paid?  
Eligible participants will be paid by the City of Los Angeles with funding from the County of Los 
Angeles and General Funds.  Participants will be paid $14.25 per hour (starting July 1, 2019).  
 
6. Who will provide Worker’s Compensation?  
The City will be responsible for Worker’s Compensation expenses for work experience subsidized 
by the City.  
 
7. Can my organization conduct its own orientation for the participant assigned to my worksite?  
Yes. We recommend that the orientation be conducted on the participant’s first work day. If the 
orientation will take place at a location other than the worksite, please inform Case Managers.  
 
8. What is the process for worksite visits?  
Before participants are placed at an organization, Service Provider (YouthSource and SYEP Agency) 
staff will make worksite visits to look at all facilities in order to ensure that participants will be doing 
meaningful work in a safe environment. Once participants are placed, the Case Managers will make 
periodic visits to ensure a smooth operation.  
 
9. What are the timesheet responsibilities of a worksite supervisor?  
Timesheets are important to ensure that participants develop good work habits and learn 
responsibility. Worksite Supervisors must track participants’ time accurately. Worksite Supervisors 
must keep participants’ timesheets and file information in a secure location. Supervisors must review 
timesheets to make sure they are completed and must sign timesheets at the end of each pay period. 
We allow youth to fill out their personal timesheet as long it’s recorded accurately and kept in the 
Supervisor’s secure location for review.  
 
10. Who do I call if I have a concern? If the Case Managers are not available or you are not satisfied, 
the following person is available to address your concerns: Karina Henriquez City of Los Angeles 
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Economic and Workforce Development Department, at (213) 744 –7129 or 
charise.henry@lacity.org 
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Workforce Development Service Provider/Agency List 

YouthSource Centers 

1. Goodwill Industries of Southern California 
14565 Lanark Street 
Los Angeles, CA 91406 
TEL: (818) 782-2520/TTY: (818) 290-5544 
 

2. Para Los Niño’s (PLN) Central 
234 South Loma Drive 
Los Angeles, CA 90026 
TEL: (213) 413-1466/TTY: (213) 413-1827 
 

3. Youth Policy Institute (YPI) Central 
2707 Beverly Boulevard 
Los Angeles, CA 90057 
TEL: (213) 797-4858/TTY: (818-897-9791 
 

4. El Proyecto Del Barrio 
9024 Laurel Canyon Boulevard 
Sun Valley, CA 91352 
TEL: (818) 771-0184/TTY: (818) 252-6505 
 

5. Youth Policy Institute (YPI) 
11844 Glenoaks Boulevard 
San Fernando, CA 91340 
TEL: (818) 573-9030/TTY: (818) 302-3256 
 

6. Archdiocesan Youth Employment (AYE)/ 
South Los Angeles AJCC Center 
1600 West Imperial Highway, SoCTE, Room 115 
Los Angeles, CA 90047 
TEL: (323) 241-5016 
 

7. Archdiocesan Youth Employment (AYE) 
Satellite Campus 
2069 West Slauson Avenue 
Los Angeles, CA 90043 
TEL: (323) 832-1261/TTY: (800) 732-8598 
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8. Brotherhood Crusade 
4401 Crenshaw Boulevard 
Los Angeles, CA 90043 
TEL: (323) 903-6926/TTY: (323) 815-9826 
 

9. Coalition for Responsible Community  
Development (CRCD) 
1006 East 28th Street 
Los Angeles, CA 90011 
TEL: (213) 743-6193/TTY: (323) 231-0061 
 

10. Watts Labor Community Action  
Committee (WLCAC) 
968 East 108 Street 
Los Angeles, CA 90059 
TEL: (323) 923-1434/TTY: (323) 923-1586 
 

11. Youth Opportunity Movement, Watts 
(YOM Watts) 
1773 East Century Boulevard 
Los Angeles, CA 90002 
TEL: (323) 971-7640/TTY: (323) 569-2251 
 

12. UCLA 
3415 South Sepulveda Boulevard, Suite 130 
Los Angeles, CA 90034 
TEL: (310)  572-7680/TTY: (310) 572-6081 

 

13. Pacific Gateway, City of Long Beach 
222 West 6th Street, Suite 410 
San Pedro, CA 90731 
TEL: (310) 732-5700/TTY: (562) 570-4712 
 

14. Para Los Niño’s (PLN) East 
3845 Selig Place, Suite 150 
Los Angeles, CA 90031 
TEL: (323) 275-9309/TTY: (323) 223-8054 
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15. Youth Opportunity Movement, 
Boyle Heights (YOM Boyle Heights) 
1600 East 4th Street 
Los Angeles, CA 90033 
TEL: (323) 526-5800/TTY: (323) 266-8290 
 

Non-YouthSource Agencies  

 
16. All Peoples Community Center 

822 East 20th Street 
Los Angeles, CA 90011 
TEL: (213) 747-6357 
 

17. Holman Community Development  
3320 West Adams Boulevard. 
Los Angeles, CA 90018 
TEL: (323) 500-3262 
 

18. Housing Authority of the City of Los Angeles (HACLA) 
2224 East 114th Street 
Los Angeles, CA 90059 
TEL: (323) 249-7751 
 

19. UAW- Labor Employment and Training Corporation (UAW-LETC) 
6109 South Western Avenue  
Los Angeles, CA 90047 
TEL: (323) 730-7990 
 

20. Los Angeles LGBT Center 
1220 North Highland Avenue 
Los Angeles, CA 90038  
TEL: (323) 860-2280 
 

21. Community Career Development (CCD) 
3550 Wilshire Boulevard, Suite 500 
Los Angeles, CA 90010 
TEL: (213) 365-9829 
 
 
 



Worksite Toolkit  2019
 

MV – Version 1 July 2019 
 19 

 
22. Managed Career Solutions (MCS) 

4311 Melrose Avenue 
Los Angeles, CA 90029 
TEL: (323) 454-6100 
 

23. Salvadorian American Leadership and Education Funds (SALEF) 
421 South Bixel Street a 
Los Angeles, CA 90017 
TEL: (213) 480-1052 
 

24. LA Conservation Corps (LACC) 
855 North Vermont Avenue  
Los Angeles, CA 90029  
TEL: (213) 362-9000, or (323) 224-2562 
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Thank you to the participating employers! 
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