
Flood Recovery Program
Participant Manual
Welcome to the Flood Recovery Program! 

The program provides an opportunity to develop new skills and abilities as well as fill the unemployment gap and increase your chances to find full time, self-sufficient employment in the future.  Participants have a favorable chance to become self-sufficient and productive members of the workforce.
As a program participant, you will have the opportunity to gain a meaningful work experience that will help you develop good work habits and job skills.  The length of this temporary employment is subject to the length of the worksite projects to be completed.  The maximum time you are able to work is six months, 1040 hours, or $12,000 worth of wages, whichever comes first.
This handout was prepared to give you important information about your temporary paid work experience placement through Man-Tra-Con Corp.   Keep it in a convenient place for your reference.
Recruiting a Worksite for You:
Each participant will be assigned to a temporary paid worksite and will be supervised by an assigned worksite supervisor.  Your willingness to do the job assigned and to accept supervision is important to the success of the program.
Man-Tra-Con Corporation is the employer of record and has assigned a Man-Tra-Con specialist to your worksite to assist you and your worksite supervisor. Your worksite supervisor will be responsible for you during the workday. He/she will provide job shadowing/mentoring and supervision by assigning individual tasks and duties and creating a supportive environment.  
Participant Responsibilities
Your behavior and work performance is critical to the success of the Flood Recovery Program. Listed below are tips for you to consider:
· Dress as required by your worksite and your job duties.
· Be certain to have transportation arranged in advance so you will have good attendance and punctuality.
· Attend any meetings scheduled by your worksite supervisor and Man-Tra-Con specialist.
· Let your worksite supervisor know of problems you may be experiencing.

General Worksite Rules

You must observe all rules at your worksite. Anyone failing to observe these rules

may be terminated from the program.
Attendance - Be on the job every day unless you are sick. If you are ill, you must call your worksite supervisor and your Man-Tra-Con specialist to inform them of your absence before the regular work time. You will not be paid for any days or time missed from work nor will you be able to make up days later.

Attitude - Be interested and eager to complete any job-related duty.

Refusing to do assigned tasks may result in your dismissal from the worksite.

Punctuality - Report to the job at the correct time each day. Telephone when emergencies make it necessary to be late and tell your worksite supervisor and Man-Tra-Con specialist of your expected arrival time.

Worksite Supplies - The supplies used at your worksite should be treated properly with respect and care. Damaging or destroying worksite supplies or equipment may result in your termination.

Keeping a job requires more than the ability to do it well. It means dealing with such

difficulties as getting to the job, boredom with the work and problems with either coworkers or your supervisor. Stay with the job and try to resolve any problems. By

concentrating on your own performance and developing good work habits, you can

avoid problems and gain personal satisfaction from your work.

Timesheets 

Your name, employee I.D. number, worksite location and payroll period will be preprinted on the form. Review this information carefully. You must record your time each day and sign your timesheet each week. No one else may sign your timesheet for you. Disregarding this rule is grounds for termination. Your worksite supervisor will verify the hours you have worked by signing his/her name each week as well. You will not be paid unless the timesheet is signed by you and your worksite supervisor.

Enter “OFF” on those days you are not scheduled to work. The supervisor will enter “ABSENT” in the column for any days for which you are scheduled, but did not work, and will enter “0” in the TOTAL HOURS column.   

Each time you enter or leave the worksite you must sign in or sign out. Supervisors may not make entries for participants. 

You may receive mileage for traveling to the worksite – this is to help offset the cost of traveling back and forth to the worksite.
Your gross pay (that is your earnings before taxes and Social Security deductions) is the total number of hours you worked during the pay period multiplied by the wage rate.

Things to remember regarding your timesheet: 

· Both you and your supervisor must sign the timesheet in blue or black ink and in cursive at the end of each week. 

· Pay periods begin on Saturdays and end on Fridays. 

· If corrections are necessary, line through the error, make the change, and put your initials beside the correction. “Whiteout” cannot be used.
· Man-Tra-Con pays only for time worked – not lunch breaks, holidays, sick days, personal leave, vacations or any other time not worked. 
· Hours on the job can vary but are not to exceed 40 paid hours per week.  Participants scheduled to work 7 1/2 continuous hours or more must have an unpaid meal period of at least 20 minutes. The meal period must be given to an employee no later than 5 hours after beginning work. Illinois has no law regarding breaks. If you go over these guidelines you may lose the opportunity to continue in the Flood Recovery Program.
Paychecks 

Each paycheck will cover a two-week cycle. Your check will be direct deposited into the account you indicated on the direct deposit form.  Please ensure that you keep your address current with your Man-Tra-Con Specialist. 

Some Tips for Retaining Your Job Placement
· Show up each day you are scheduled to work. Your job needs you--just as much as you need it. If you do not show up, someone else has to do your work. This could impact the entire project. If you are sick, call your supervisor and your specialist as soon as you are certain you will be absent – Do not wait until the last minute!
· Come to work on time. If you show up late for work, you are holding up everyone else. Attempt to arrive a few minutes before the job is to start. This gives you time to talk to friends, or do something else to get in the mindset for the workday. “Being on time” means being ready to start work – not the time you arrive on the worksite. If you know you will be late, let your supervisor and specialist know your situation.

· Find out how you are doing. Ask your supervisor for feedback. Find out what tasks your supervisor thinks you do well, what things need to be done better, and what areas need improvement. Do not be afraid of criticism. Constructive criticism is not meant as an attack to put you down. It is only meant to help you improve your work skills.

· Listen and ask. Be sure that you know what your duties are and how to do them correctly. When you are being trained or given instructions, listen very carefully and ask as many questions as you want. Don't be afraid to say, " I don't understand what you want". Be sure you know what is expected before you start a task. Repeat back to your supervisor what you think they are asking you to do.

· Keep busy. If you find you have completed your assignment, do not sit around waiting for someone to tell you what to do next; look around to see what still needs to be done. If you do not see anything, go to your supervisor and ask for additional work.

· Do your best. Always attempt to give 100%. Everyone is different and works at a different pace. If you can work fast and still get the job done correctly, that is great. If you are slower, but steady and dependable, that is also very good. Accuracy and attention to detail is always important. Just make sure that you are doing your best even if others are goofing off. You may not enjoy every part of your job. There may be some duties that you just do not like, or your supervisor may ask you to do something that you really do not want to do. Some tasks simply have to be done by somebody, so complete them to the best of your ability. 
· Take care of your personal appearance. Be neat and clean. Wear clothes that are right for the job. Practice good body hygiene.
· Be friendly. Make a real effort to get along well with other workers and your supervisor.
Rights as a Flood Recovery Participant
If you feel any of your rights as a Flood Recovery participant are violated, please notify Brian Stoner at 618-364-5744 and Becky Rosenbeck at 618-998-0970 extension 232 immediately.

Grounds for Termination
Termination from the Flood Recovery program will occur when you are consistently:
· Late

· Absent from work

· Failing to perform your job assignment or follow instructions

· Dishonest

· Disrespectful

Immediate Dismissal/Misconduct
· Falsifying information 

· Endangering the lives of your co-workers

· Stealing or receiving stolen property while on the job

· Using, selling, or receiving any form of narcotics, drugs, or alcoholic beverage while on the job

· Threatening behavior in the workplace
*Examples of grounds for termination listed above are non-inclusive.
Safety Program
The Occupational Safety and Health Act provides job safety and health protection for all participants through the promotion of safe and healthy work conditions. If you are injured on the job, tell your worksite supervisor immediately and notify your Man-Tra-Con specialist. If an emergency arises, immediate care should be sought.
It is our policy that accident prevention be considered of primary importance in all phases of operation and administration. It is the intention of Man-Tra-Con Corporation to provide safe and healthy working conditions and to establish and insist upon safe practices at all times by all participants. Each participant has certain responsibilities to ensure safety on the job. These responsibilities include:
· Knowing your job and always following safe work procedures;

· Recognizing the hazards of the job and taking precautions to ensure the safety of yourself and others;
· Actively participating and cooperating in the overall safety program of the worksite;
· Using any personal protective equipment provided;
· Complying with all safety instructions from worksite supervisors;
· Obeying all health and safety standards, warnings, and signs; and
· Using the worksite first aid facilities, when available and practical.
Man-Tra-Con’s code of safe practices is general in nature and includes many types

of activities such as:
· All participants will follow safety rules, help other participants maintain safe working conditions and report all unsafe conditions or practices to their worksite supervisor and Man-Tra-Con specialist.

· Man-Tra-Con insists that participants observe and obey every rule, regulation and instruction necessary to achieve safe working conditions.

· Anyone known to be under the influence of alcohol, drugs and/or illegal or controlled substances will not be allowed on the job while in that condition.

· No participant will knowingly be permitted or required to work while their ability or alertness is impaired by illness or other causes that might unnecessarily expose that individual or others to injury.

· Participants should be alert to see that all machine guards and other protective devices are in place and properly adjusted. They will report all deficiencies promptly to the worksite supervisor.

· Approved safety shoes are worn in specified work areas.

· Horseplay, practical jokes, scuffling and other acts which tend to endanger the safety and well being of co-workers/participants, is prohibited.

· Work will be supervised to prevent injuries when working with equipment and when handling heavy materials. When lifting objects, participants should use proper lifting techniques.

· Participants will not handle or tamper with any electrical equipment, air or water lines, or machinery in a manner not within the scope of their duties, unless they have received instructions from their worksite supervisor.
· No participant should be transported in privately owned vehicles during working hours.

· No participant, regardless of age, should be allowed to drive any motor vehicle during working hours.

Man-Tra-Con Corp. is sincere in its desire to conduct all of its operations in the safest manner possible. Your compliance with the General Safety Rules listed below will assist in accomplishing this objective. These rules are the minimum guidelines for working safely. Your continued awareness and cooperation is a vital part of your job. It is your duty to comply with these accepted safety standards.

►Wear safe work attire
· Shoes - Wear appropriate shoes for your worksite. 

· Clothes - Do not wear ill-fitting or baggy clothes around moving

machinery. Loose ribbons or dangling jewelry are a safety hazard and

must not be worn while working.

· Hair - Long hair must be kept behind the neck and shoulders to prevent

entanglement with machinery.

· Jewelry - Remove finger rings before working around moving machinery equipment and while handling heavy objects.

►If you are involved in any accident that results in personal injury, get First Aid promptly, alert your worksite supervisor who will call Man-Tra-Con immediately to report the accident. Any accidents must be reported no later than 24 hours from occurrence.
►Obey all worksite rules, governmental regulations, signs, markings, and

instructions. Be particularly familiar with those that apply directly to you. If you don’t know – ASK!!!
►When lifting, use approved lifting techniques (i.e. bend your knees, grasp the load firmly and then raise the load keeping your back as straight as possible). Straightening your legs does the lifting.
►Do not become involved in horseplay. Horseplay and practical jokes frequently cause serious injury and are not permitted on the job.

►Do not distract or startle fellow workers while they are performing their job duties.

►Avoid unnecessary talking, shouting, or other loud noises that may take the attention of other employees away from their work and create a safety hazard to you and others.
►Always use the right tools and equipment for the job. Use them safely and

only when authorized.

►Do not run in the worksite's building or across the worksite's outside

property.

►Do not stand on chairs, tables, or desks to obtain articles that may be out

of reach.

►Keep desk and file cabinet drawers closed when not in use to avoid tripping or striking.
The Flood Recovery safety program is for your benefit. It is provided to help you work

safely during your assignments. Be sure to read your handout carefully and be familiar with the information. You will be asked to sign a certification form indicating that you have received your handout and that you understand the information it provides. 
Certification of Flood Recovery Orientation
I hereby acknowledge that I have received orientation as a NEG Flood Recovery Project 2011 Program.  I understand that Man-Tra-Con corporation is the employer of record and is the administrative entity with funding provided by the Department of Commerce and Economic Opportunity (DCEO).  I understand my responsibilities in the Flood Recovery program as a crew worker.
_______________________________________________
Printed Name of Participant

________________________________________________

________________

Participant Signature






Date

________________________________________________
Worksite

________________________________________________



Worksite Assigned

1

