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Work Experience Agreement
This Agreement is entered into by and between the Nebraska Department of Health and Human Services (hereinafter the “Department”) and the work site sponsor.  This Agreement shall set forth the responsibilities of the Department and the work site sponsor.
Work Site Sponsor: __________________________________________________________________

Address: ___________________________________________________________________________

City: ________________________________________ State: _________ Zip: ___________________

Telephone Number: __________________________________________________________________


Work Site Representative: ____________________________________________________________

The above work site sponsor agrees to provide structured unpaid work for the Employment First participant.  The purpose of the Work Experience activity is to improve the employability of the participant by providing the individual with an opportunity to acquire the general skills, training, knowledge, and work habits necessary to obtain employment.   

Participant’s Name: _________________________________________________________________


N-FOCUS Master Case #: ____________________________________________________________


Job Title: __________________________________________________________________________

Hours Per Week: ___________________________________________________________________

Start Date: _______________________________ End Date: ________________________________
Worker Protection: No Work Experience placement may result in the displacement of or infringement of promotional opportunities of any currently employed worker, nor will an assignment be made to fill a position when the employer has reduced its work force with the effect of filling the vacancy with a participant of the Employment First program or when any other individual is on layoff from the same or equivalent job within the same organizational unit.

Confidentiality: The work site sponsor ensures that confidentiality will be observed as a basic right of each participant.  No participant records or information may be divulged for any purpose not directly connected to the Work Experience nor to anyone other than the parties of this Agreement.  The release of any other information is allowed only with the written consent of the participant or as required by law or judicial order. 

This Agreement entered into on this ______ day of ___________________, 20 _​​​​​​​_____ shall remain in effect through the agreed upon end date unless terminated by any party hereto with adequate notice to the other parties.   

By: _______________________________________________           __________________________________
        Authorized Work Site Representative / Title                                                        Date

By: _______________________________________________           __________________________________
       Participant                                                                                                            Date

By: _______________________________________________
   __________________________________
        Case Manager / Organization
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The Department’s Responsibilities:

· Provide the participant with allowable and appropriate supportive services to the extent determined necessary by the Case Manager to enable the individual to successfully participate in the Work Experience activity.  

· Provide the participant with a detailed explanation of the Work Experience and his/her rights and responsibilities.
· Provide Worker Compensation Insurance coverage for the participant during his/her participation in the Work Experience activity.

· Obtain a signed Authorization for Release of Information form from the participant to be used by the Employment First program.

· Provide job coaching services to the participant behind the scene and/or at times on the job site, whenever determined necessary for the success of the Work Experience and when agreed to by the participant and work site sponsor.

The Work Site Sponsor’s Responsibilities:

· Emphasize skill building, punctuality, attendance, understanding job responsibilities, employer expectations, completing assignments, and maintaining acceptable work habits.  

· Provide participant with applicable work rules (written and/or oral), safe and healthy work conditions, work site orientation, training and daily qualified supervision vital to efficient performance of the Work Experience.   

· Provide the participant and Case Manager with a Work Experience training plan that will describe the type of work, work skills to be acquired, work schedule, responsibilities, clothing requirements and work site expectations.  The Case Manager and the participant will review the plan and once agreed upon will be attached to and become part of this Agreement prior to the actual start date.

· Provide tools, supplies, equipment, and such transportation as required to perform assigned tasks and activities at the work site that would be provided to any other employee.  

· Review for accuracy and sign provided timesheets verifying the participant’s attendance and performance at their Work Experience activity and promptly notify the Case Manager of any unacceptable absence or performance. 

· Cooperate with the Case Manager in the resolution of complaints, grievances and challenges that may arise. 

· Promptly report and document any accident or injury related to this Work Experience to the Case Manager so necessary worker compensation forms can be completed and filed according to Department guidelines.
General Conditions:

· The participant will not perform any political or sectarian activities during the hours of participation in the work experience activity under this agreement.

· It is agreed and understood that there is no employee/employer relationship between the Department or the Work Site Employer and the participant. 
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