Community Job Program
Service Agreement

Participant:  _____________________________  Work Site:  __________________________
This agreement is designed to ensure all parties involved understand their responsibilities.

Work Site Responsibilities:
Provide a work site that complies with the Work Site agreement.
Have contact with program staff at least twice monthly in order to monitor progress of participant.

Notify Community Jobs staff of any of the following:

· Participant does not report for work.

· Complete an evaluation for the participant at least monthly.
· Changes in the work site environment that may affect the participant.

· Concerns regarding the participant’s skill development, attitude.

· Work with Participant and Community Jobs staff to resolve any conflicts or problems. 
· To notify Community Jobs staff within two days of a participant missing work.

· Provide monthly evaluation or progress reports to the staff of Community Jobs

Community Jobs Responsibilities:

· Provide on-site coaching to assist participant in learning new tasks as determined by work site employer, participant, and Community Jobs staff.

· Work with work site employer and participant to resolve conflicts or problems.

· Contact with site employer at least twice monthly.
· Respond to work site employer or participant requests for assistance within 24 hours.

· Assist work site employer and the participant in identifying and reducing barriers to employment.

· Coastal Community Action Program will be responsible for providing L&I insurance.

Participant Responsibilities:

· Notify Community Jobs staff of any work site issues or other barriers that may arise.

· Meet face to face with program staff at least twice monthly.
· Complete program records as determined by program staff.

· Be punctual and maintain regular attendance.

· Demonstrate positive and appropriate work place attitude.

· Complete assigned tasks effectively and in a timely manner.

· Maintain appropriate appearance and hygiene for the work site.

· Work with work site employer and Community Jobs staff to resolve conflicts or problems.

Signed:

Supervisor:




            Date:



Job Coach:




            Date:



Participant:




            Date:




