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WELCOME! 
Thank you for your interest in the SummerWorks program! Each year, the program 
works with dozens of local businesses, nonprofits, government agencies, and local 
community organizations to connect young job seekers with summer employment 
opportunities. We serve youth ages 16-21 and provide them with training to help them 
seek out, obtain, and maintain a job.  For our Sponsored sites we also provide follow-up 
supports while they’re working.  Our staff work directly with employers to identify a 
business’s needs and use the information to help employers connect with great 
candidates.  

 
What can the SummerWorks program do for me? 

● SummerWorks can help you create youth-friendly job descriptions that fill your 
needs. 

● SummerWorks works directly with key employer contacts to identify the right 
types of candidates who will be the best fit for the positions. 
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● SummerWorks staff can obtain targeted, well-matched candidates for your 
opportunities. 

● SummerWorks staff can train and guide youth through your specific application 
process. 

Private Employers 
● SummerWorks shares your job opportunities with thousands of youth in our 

registration pool who are prepared to work and who may be in specific 
career-paths that match your opportunities 

Nonprofit and Public Agencies Sponsored Employers 
● Youth workers wages are subsidized and paid through KentuckianaWorks. We 

administer payroll, making it easier for you to onboard these temporary 
employees for the summer.  The selection of Sponsored positions is based on 
funding and how much the job positions align with in demand career fields and 
youth’s interests. 

● SummerWorks staff provides an orientation for all Sponsored youth workers 
which sets them up for success on their first day. 

● SummerWorks Job Coaches provide access to additional supports, career 
development opportunities, and follow-up while youth are working. 
 

What are the Benefits of Becoming a SummerWorks Employer? 
★ Giving back to the community: Hosting a summer youth employee is a 

wonderful way to contribute to the positive development of a young person, as 
well as expose youth in our community to various real-world opportunities they 
may not see otherwise. 

★ Growing the future workforce: For many youth, the SummerWorks Program is 
their first entry into the workforce on their path to achieve career goals.  Having 
the opportunity to practice and improve on basic work habits can contribute to 
long-term success. 

★ Finding future employees: Employing youth is a proven recruiting tool that 
provides you with a low-cost pool of talented potential future employees!  

★ Test-driving Louisville’s youth talent pool: A great way to evaluate a potential 
full-time youth employee is by hosting a SummerWorks part-time employee! The 
7-week program allows you the opportunity to evaluate youth talent to see if 
they’d be a viable candidate for continued employment with your company.  

★ Gaining enhanced perspectives: SummerWorks employers have reported that 
Youth employees come with new and creative ideas, perspectives, and 
advanced specialized strengths.  Often these ideas and perspectives have been 
a value-add to the employer.  
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Employer Testimonials  
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...That’s great, but what will it cost? 
For private employers, paying youth directly, you can expect a cost of approximately 
$1,800 per employee for a minimum wage position lasting about 30 hours per week for 
7 weeks. We encourage employers to consider a pay rate that aligns with the work 
being done and the skill level needed for success.  Many employers opt to pay youth 
more than minimum wage.  
 
For nonprofits and public agencies, SummerWorks has a limited amount of funds for 
sponsored positions which will be paid for through KentuckianaWorks Foundation and 
our third party employer, Management Registry Inc. We estimate a cost of $2,500 per 
youth working 30 hours a week for 7 weeks at $8.25 an hour. This includes their wages, 
payroll administrative costs, and a portion of staff time to facilitate and support the 
placement.  
 
Aside from financial investments, participating in the SummerWorks program does 
involve ongoing planning and staff time. We aim to make this a mutually beneficial and 
rewarding relationship so you’ll join us for many years to come.  
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OK. What do I need to do? 
First-time Employer? 

Register your organization with SummerWorks at summerworks.org/hire and 
be prepared to fill out the online job description for each position requested.  (On 
the last question “Would you like to submit a job opportunity now?” select “Yes” 
to see additional questions to be answered. 

Returning Employer? 
Update your organization’s information with SummerWorks at 
summerworks.org/hire using the same FEIN number and complete any NEW job 
descriptions.  If your job description will be the same, please contact a staff 
person who will be able to “roll over” this information from a previous year. 
 

1. Plan to set aside time to meet with SummerWorks staff members to discuss (by 
phone or preferably, in person) your business, job descriptions, best practices 
we’ve captured from other employers and to map-out the timeline of hiring young 
people through the SummerWorks program. 

a. PRIVATE EMPLOYERS: Sign and return the SummerWorks Worksite 
Agreement (See Appendix A). 

b. SPONSORED EMPLOYERS: Sign and return the SummerWorks 
Worksite Agreement (See Appendix B). 

c. SPONSORED EMPLOYERS: Attend an important Subsidized Employer 
Supervisor Orientation Session (Feb 26, 27, or March 6) 

2. Inform SummerWorks staff of your preferred time frame to receive youth 
candidates, including interview/screening process. pre-employment requirements 
and start and end dates. 

3. Plan to participate in 2019 SummerWorks Hiring Events! 
4. Identify an internal “‘champion” for the program within your organization. 

Include this individual in any planning that takes place for selecting and hiring 
youth. This person will act as an onsite supervisor or main point of contact and 
should expect to: 

a. Devote 2-3 hours per week in planning for, onboarding, orienting, and 
evaluating youth participation in the program; 

b. Communicate with assigned Job Coaches regularly for performance 
updates and important programmatic information (Sponsored Employers 
only); 

c. Act as an additional supervisor and mentor for youth participants and offer 
assistance and support to their direct supervisors (if applicable); 
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d. Provide participants with a quality “Earn and Learn” work experience. This 
is characterized by providing youth, in addition to their regular job duties, 
an opportunity to develop skills, and learn more about your business and 
how their work plays a role in a larger system to meet business goals; 

e. Offer feedback routinely and respond to quality improvement surveys sent 
by our staff in an effort to continuously improve the program for future 
‘Champion’ Employers and youth participants. 
 

NOTE: Several options may be available to customize how youth are paid and who is listed as the 
official “employer of record” for youth working within your organization. Program staff should 
discuss this with you prior to any youth beginning work in your organization. 
 

2019 SummerWorks Key Dates  
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2019 Key Dates: Private Employers 
SummerWorks Private Employers are most often for profit companies that demonstrate a 
commitment to helping youth grow as young professionals by identifying summer employment 
opportunities within different parts of their company. We ask businesses to identify and prepare 
assignments that keep youth engaged for the summer. Youth wages are paid by the employer.  
 
TBD: 2019 SummerWorks Youth Hiring Event!  
 
FEBRUARY - MAY 1st: Candidate Referrals are sent to employers 
 
APRIL 1: Deadline for Private Employers to Sign-Up as a site 
 
JUNE 3rd - AUGUST 12th: Recommended Private Employer Work Dates 
 
AUGUST 13th: Employers Provide Reports on Youth Hired 
 
SEPTEMBER: Employers Provide Process Feedback 
 

2019 Key Dates: Sponsored Employers 
SummerWorks Sponsored Employers are Nonprofit and Public Agencies that 
demonstrate a commitment to helping opportunity youth grow as young professionals. We ask 
organizations to prepare meaningful work-learn assignments for the summer. Youth wages are 
administered by SummerWorks. Sponsored Employer Champions will also have a Job Coach 
assigned to their youth for added support throughout the summer who will meet with them on a 
weekly basis. 
 
FEBRUARY 1: Deadline for Sponsored Employer Sign-Up 
 
FEBRUARY 26th, 27th, or MARCH 6th: Sponsored Employer Orientations. 
Attendance by the Supervisor of the Sponsored Employer Champion is mandatory. 
There will be four identical sessions offered.  
 
FEBRUARY - MARCH: SummerWorks staff will identify candidates for Sponsored 
positions based on the interests of youth most in need of supportive first-time job 
opportunities or who represent targeted populations who would greatly benefit from a 
sector specific work experience. 
 
MARCH - APRIL: Candidate Referrals are sent to employers 
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TBD: 2019 SummerWorks Youth Hiring Event!  
 
APRIL 1 - 30: Sponsored Employers interview and select hires for the summer. 
 
MAY 1st: Deadline for Sponsored candidate selection.  Sponsored Employers must 
provide SummerWorks with the names of their selected candidates for their subsidized 
positions. 
 
MAY 1st - MAY 10th: Selected Candidates are Notified by SummerWorks  
All sponsored youth must complete an on-boarding employment packet. Any candidate 
failing to submit the required paperwork by May 10th, 2019 will not be eligible for 
employment in a sponsored position. Employers will be encouraged to select an 
alternate candidate. 
 
MAY 29th - JUNE 5th: Orientation Sessions for Sponsored Youth 
Any candidate failing to attend orientation will be ineligible to fill a sponsored role. In this 
event, employers will be encouraged to select an alternate candidate. 
 
MAY 30th - JUNE 7th: Employers Receive Confirmation of Youth Employees 
 
JUNE 10th: Start Date for Sponsored Positions 
JULY 26th: End Date for Sponsored Positions 
 
SEPTEMBER: Sponsored Employer Provide Process Feedback 
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Youth Onboarding Checklist  
 

◼Confirm work assignment logistics prior to first day of employment. 
◼Location: Have you communicated the exact location of the work assignment? 
◼Attire/Special Equipment: Have you indicated the work attire? Will your 
employee need specific equipment for this position? (i.e. steel-toe boots, long 
sleeves, etc.) 
◼Work Space: Do you have a space for youth to work? 
◼Working Hours: Have you confirmed the time that youth will work with the 
youth and SummerWorks Staff?  
◼Dates: Have the dates of the work assignment been confirmed?  

◼Identify your internal “champion”. Youth need encouragement, mentorship and 
guided learning while on the job. This person champions their success and ensures 
mistakes are turned into teachable moments.  
◼Provide an Orientation  

◼Review HR Policies, including sexual harassment and discrimination 
policies. 

◼Take time to introduce youth to coworkers.  
◼What training does the youth need? Make time for training.  
◼Does the youth need to use special tools? Make sure there is time to walk 

youth through the use and safety procedures when introducing new tools of the trade.  
◼Outline weekly goals. It’s best to break a role into smaller, attainable tasks. Make 
sure to communicate benchmarks. If there is a larger project, make sure there are clear 
weekly goals.  
◼Clearly define expectations. Make time to have a conversation the first day with 
a youth about your expectations for the summer. SummerWorks has a 
Work-Based Learning Plan to act as a guide. It is good to be clear and upfront. 
Ask yourself: 

◼ What do I want this young person to accomplish for our organization? 
◼ What do I expect this young person to learn? 
◼ What kind of attitude, behavior, and communication do I expect? 

◼Schedule regular check-ins with your youth employee. Daily is best. 
◼Schedule a midsummer review. This is an opportunity to give positive and 
constructive feedback. 
◼Schedule an end of summer review. Make it clear to the youth if you are willing 
to be a professional reference and what this could entail for future positions for which 
they would apply. See Appendix C for our Work-Based Learning Plan. 
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Tips for Working with Youth  
 

1. Assign appropriate tasks. Routine or repetitive tasks are often part of any “first 
job”. To keep youth engaged, explain why the work is important, vary daily 
assignments, give a steady (but not overwhelming) amount of work, and 
occasionally provide work that challenges the employee’s abilities. 

2. Hold youth accountable. Give clear and consistent information on your 
expectations and provide immediate feedback when youth don’t meet them. Ask, 
“What will you do differently next time” and “How can we help you succeed”? 

3. Develop a “communications plan”. Describe the type of questions or problems 
that may arise in the workplace and the specific person to contact for assistance. 
Indicating how (email, phone, or in person) and when (immediately, by the end of 
the day, etc) to ask for help gives youth the guidance they need to act 
appropriately when any situation arises. 

4. Share your career path. Explain the sequence of education and employment 
experiences that prepared you for your current position. Describe the role a 
mentor, key decisions, and education may have played in your career. Ask the 
youth about their career goals and what they believe they will need to reach 
them. 

5. Encourage persistence. Create a workplace environment that values trying new 
things and learning from “failure”. Youth develop a sense of competence from 
repeated effort and encouragement to continue working, despite challenges or 
uncertainty. 
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Program Staff Contact Information 
 

Christopher Locke 
Program Director  

502-574-4723 
christopher.locke@kentuckianaworks.org 

 
Robert Moore 

Workforce Development Specialist  
502-574-4645 

robert.moore@kentuckianaworks.org 
 

Natalie Reteneller  
Program Operations Manager (YouthBuild Louisville)  

502-574-4183 
natalie.reteneller@summerworks.org  

 
David Southers  

Youth Services Coordinator (YouthBuild Louisville)  
502-574-4195 

david.southers@summerworks.org  
 

Michelle Miller  
Work Readiness Coordinator (YouthBuild Louisville)  

502-574-4165 
michelle.miller@summerworks.org  

 
Charlie Lenard  

Data and Social Media Specialist (YouthBuild Louisville)  
502-574-4134 

charlie.lenard@summerworks.org  
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SummerWorks Private Worksite Agreement  

 
This Agreement is made and entered into this _____ day of __________, 2019 between 
KentuckianaWorks (hereinafter “Contractor”) and ______________________________ (hereinafter 
“Worksite Provider”).  
 
Purpose of Agreement  
This Agreement is entered into for the purpose of providing a meaningful work experience during the 
summer period for our youth participants. The objective of the SummerWorks program is for participants 
to exit the program having established an employment history and gained work experience, leaving them 
better positioned to obtain future employment in the workforce when the summer experience has ended. 
 
Worksite Provider Responsibilities  
The Worksite Providers of the SummerWorks program agree to:  
 

● Provide a job title and description of the position in which the participant will be placed. Assure 
that the participant performs only those duties described in the job description. (Provided/Outlined 
in the Job Description Form)  

● Provide data-related feedback in regards to the youth hired via the program; for program 
reporting purposes. 

● Provide on-site supervision consistent with what is normally provided for each position.  
● Assure that there is sufficient work available to occupy each participant placed.  
● Provide sufficient equipment and/or materials to do the job in a sanitary and safe environment.  
● Comply with all SummerWorks program guidelines, State and Federal Laws, and existing Labor 

Laws.  
● Comply with the Americans with Disabilities Act (ADA).  
● Indemnify, hold harmless, and defend the Louisville/Jefferson County Metro Government, the 

Commonwealth of Kentucky, KentuckianaWorks, and YouthBuild from all claims, damages, 
losses and expenses including attorneys’ fees and court costs, arising out of or resulting, directly 
or indirectly, from the Worksite Provider, its agents, employees, licenses, SummerWorks 
participants or invitees that result from performance of this contract, as those injuries, damages or 
losses relate to any person, corporation, partnership or any other entity. This Hold Harmless and 
Indemnification Clause shall in no way be limited by any financial responsibility or insurance 
requirements and shall survive the termination of this Agreement.  
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Signatures 

● I have read this Agreement and understand the provisions contained herein and verify the 
contents as correctly reflecting the Worksite Provider’s commitment.  

● I understand that this Agreement is not effective and binding until signed by all parties to the 
agreement.  

● All parties understand that the Worksite Provider may cancel this Agreement at any time by 
notifying the Contractor. The Contractor shall have the right to cancel this Agreement at any time 
upon fifteen (15) days written notice served upon Worksite Provider by registered or certified mail 
with return receipt request. The Contractor may also cancel this Agreement immediately for 
cause upon written notice to the Worksite Provider by registered  or certified mail with return 
receipt requested.  

 
 
Worksite Provider Signature 
 
___________________________ ___________________________ 
Printed Name Title 
 
___________________________ ___________________________ 
Signature Date 
 
___________________________ ___________________________ 
Legal Business Name (as written on the I-9 Form) Phone Number 
 
___________________________ ___________________________ 
Street Address Federal Employer ID Number (FEIN) 
 
___________________________ ___________________________ 
City, State, Zip Code Email Address 
 
 
Contractor Signature  
SummerWorks Program - KentuckianaWorks  
 
___________________________ ___________________________ 
Printed Name Title 
 
___________________________ ___________________________ 
Signature Date 
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SummerWorks Sponsored Worksite Agreement  

 
This Agreement is made and entered into this _____ day of __________, 2019 between 
KentuckianaWorks (hereinafter “Contractor”) and ______________________________ (hereinafter 
“Worksite Provider”).  
 
Purpose of Agreement  
This Agreement is entered into for the purpose of providing a safe and healthy meaningful work 
experience during the summer period for our youth employees. The objective of the SummerWorks 
program is for participants to exit the program having gained real-world work experience and established 
an employment history that  leaves them better prepared and  positioned to obtain future employment in 
the workforce when the summer experience has ended. 
 
Worksite Provider Responsibilities  
The Worksite Providers of the SummerWorks program agree to:  

● Provide a job title and description of the position in which the participant will be placed. Assure 
that the participant performs only those duties described in the job description. (Provided/Outlined 
in the Job Description Form)  

● Provide data-related feedback in regards to the youth hired via the program. 
● Provide on-site supervision consistent with what is normally provided for each position.  
● Assure that there is sufficient work available to occupy each participant placed.  
● Provide sufficient equipment and/or materials to do the job in a sanitary and safe environment.  
● Assure that no currently employed worker shall be displaced by participant placed at the Worksite 

(if subsidized by KentuckianaWorks). This includes partial displacement such as reduction in 
hours of non-overtime work, wages, or employment benefits.  

● Assure that no participant shall be placed in a position from which a worksite employee is 
currently in layoff status.  

● Limit a participant to the number of hours assigned by the Contractor, not to exceed thirty (30) 
hours per calendar week. No payment will be made for hours worked in excess of thirty (30) 
hours per calendar week.  

● Allow reasonable access by KentuckianaWorks/YouthBuild Job Coaches to the worksite during 
working hours for the purposes of monitoring and mentoring.  

● Report any personnel problems or injuries as they occur during the course of the placement to 
the contractor contact to  Chris Locke 502-574-4723  

● Ensure SummerWorks program participants are oriented to the organizations policies and 
procedures, and reporting process on Standards of Conduct, Harassment, Abuse and Neglect 

● Comply with all SummerWorks program guidelines, State & Federal Laws, and existing Labor 
Laws.  

● Comply with the Americans with Disabilities Act (ADA).  
● Indemnify, hold harmless, and defend the Louisville/Jefferson County Metro Government, the 

Commonwealth of Kentucky, KentuckianaWorks, and YouthBuild Louisville from all claims, 
damages, losses and expenses including attorneys’ fees and court costs, arising out of or 
resulting, directly or indirectly, from the Worksite Provider, its agents, employees, licenses, 
SummerWorks participants or invitees that result from performance of this contract, as those 
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injuries, damages or losses relate to any person, corporation, partnership or any other entity. This 
Hold Harmless and Indemnification Clause shall in no way be limited by any financial 
responsibility or insurance requirements and shall survive the termination of this Agreement.  

Signatures 
● I have read this Agreement and understand the provisions contained herein and verify the 

contents as correctly reflecting the Worksite Provider’s commitment.  
● I understand that this Agreement is not effective and binding until signed by all parties to the 

agreement.  
● All parties understand that the Worksite Provider may cancel this Agreement at any time by 

notifying the Contractor and submitting a final timesheet for each participant. The Contractor shall 
have the right to cancel this Agreement at any time upon fifteen (15) days written notice served 
upon Worksite Provider by registered or certified mail with return receipt request. The Contractor 
may also cancel this Agreement immediately for cause upon written notice to the Worksite 
Provider by registered  or certified mail with return receipt requested.  

 
 
Worksite Provider Signature 
 
___________________________ ___________________________ 
Printed Name Title 
 
___________________________ ___________________________ 
Signature Date 
 
___________________________ ___________________________ 
Legal Business Name (as written on the I-9 Form) Phone Number 
 
___________________________ ___________________________ 
Street Address Federal Employer ID Number (FEIN) 
 
___________________________ ___________________________ 
City, State, Zip Code Email Address 
 
 
Contractor Signature  
SummerWorks Program - KentuckianaWorks  
 
___________________________ ___________________________ 
Printed Name Title 
 
___________________________ ___________________________ 
Signature Date 
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Appendix C: Work-Based Learning Plan  
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