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Introduction and Welcome

Congratulations on being selected to participate in the YouthBuild Program Name program in City, State!  You have decided to make positive changes in your life and community, and we’re excited to have you on board.

Your participation in the YouthBuild Program Name program provides you with valuable opportunities to:

· receive individualized assistance in obtaining a GED/HiSET or diploma
· complete entry-level construction skills training and attain a nationally recognized certification (NCCER/HBI-PACT) while working on a housing site and building projects in the community
· earn certifications in C+ credential area(s)
· develop an appreciation for, and commitment to, community service
· cultivate work readiness and leadership skills
· be involved in a community of adults and peers committed to each other’s success and 
· transition into employment, post-secondary education opportunities, or apprenticeship training.

We are very excited about the opportunities you will have to gain a variety of valuable skills as well as the self-confidence to help you grow and develop.  In addition to working on your education and learning about work readiness, we hope you make new friends, and perhaps even discover your passion.  Additionally, successful completion of the YouthBuild Program Name program will provide you with wonderful experiences to put on work applications and resumes for future employment. 

Your time at YouthBuild Program Name will be challenging, and we will ask you to meet that challenge.  As staff, we are committed to assisting you in every way possible, but you will ultimately be responsible for your own success.  The YouthBuild Program Name participants and staff have developed expectations that will guide you through the program and translate into a dynamic and positive learning experience for each student.  We want the best for you.

This handbook should answer most of your questions and serve as a reference to guide your behavior throughout your participation.  As in many endeavors, you will get out of this experience what you put into it.  You have an opportunity to establish yourself as a competent and reliable team player and leader which are qualities valued by most employers today.

On behalf of the Agency Name community and YouthBuild Program Name staff, welcome!

Program Acronyms
YouthBuild Program Name acronym – YouthBuild Program Name  
DOL – Department of Labor       
Parent Organization initial or acronym – Name of Parent/Sponsoring Program

YouthBuild Program Name Staff Directory

Parent/Sponsoring Organization (general phone line)		(xxx) xxx-xxxx


										Extension

Name, Director									xxx

Name, Counselor/Case Manager						xxx

Name, Classroom teacher 							xxx

Name, Classroom/NCCER teacher 						xxx

Name, Construction Plus trainer						xxx

Name, Lead Vocational trainer							xxx

Name, Job Developer								xxx

Name, Pathways Specialist				         			xxx















Daily Schedule


8:00 – 8:10	Morning Meeting	
· Check-In
· Daily announcements
· Goal Setting, Reviewing, Monitoring
· Questions, Comments, Concerns 

8:10 – 9:15	Classroom/Jobsite/Construction Plus/Career Prep/Leadership	
· Classroom and Jobsite assignments will rotate each day
· Career Preparation classes will be included in the weekly schedule
· Leadership class will be held once a week

9:15 – 9:30	Break

9:30 – 10:35	Classroom/Jobsite/Career prep

10:35 – 10:50	Break

10:50 – 12:00	Classroom/Jobsite/Career prep

12:00 – 12:35	Lunch

12:35 – 2:35	Classroom/Jobsite/Career prep
Business presentations/Community Service/Field Trips

2:35 – 2:45	Ratings Review and Clean up

2:45 – 3:00	Wrap Up 
· Reports from academic, vocational, and career prep classes
· Appreciations
· Questions, Comments, Concerns & Announcements

3:00 		Final Ratings and Dismissal









2026 Holidays and Vacations


	July 3rd  – Fourth of July Holiday
September 4th   - Labor Day
November 11th  - Veterans’ Day
November 26th and 27th  - Thanksgiving
December 24th and 25th - Christmas
December 21st   – 25th   - Winter Break
January 1st - New Year’s Holiday
January 18th  – Martin Luther King Jr. Day
	


February 15th - President’s Day
February 15th – 19th   - Break
April 19th - 23nd - Spring Break
May 31th - Memorial Day
June 21 - Juneteenth







YouthBuild Name Program Components

ACADEMICS - CLASSROOM
YouthBuild Program Name believes that education is an important foundation for a successful future. The academic component is designed to improve your reading, writing, math, and computer skills and to prepare you to take and pass your GED/HiSET exam.  We will always encourage participants to be engaged in further training and higher education, and to use their time in the classroom to become resourceful leaders.

The first goal of the classroom component is for participants to take responsibility for their own learning.  Those who have a GED/HiSET or earn it during the program will be able to use their classroom time to prepare for work and education after YouthBuild Program Name, to explore and visit schools and employment sites, and to assist other participants in reaching their goals.

VOCATIONAL - CONSTRUCTION
Construction is a job training experience for YouthBuild Program Name participants for historical, contractual, and practical reasons. Training in construction helps develop trade and job skills while giving you the opportunity to help improve the community. The job skills that you develop here are applicable to any work setting.  YouthBuild Program Name runs the job site like a construction company. The vocational instructors oversee the job site and will teach you construction, carpentry, and safety skills.  

CULINARY ARTS [CONSTRUCTION PLUS COMPONENT]
You will have the opportunity to earn an industry recognized credential in Culinary Arts which is accepted at various restaurants and local businesses. You will learn fundamental skills needed to begin a career in the food industry.  

HOSPITALITY [CONSTRUCTION PLUS COMPONENT]
You will be able to earn up to three Hospitality certifications in the areas of Front Desk Representative, Restaurant Server, and/or Maintenance Worker. Each participant will also become certified in Guest Service Gold which will not only prepare you for a job in the hospitality and tourism industry but which is essential to most career pathways.

COMMUNITY SERVICE
YouthBuild Program Name requires participants to engage in projects that “give back” to their community.  Participants have recently cooked meals at Food Pantry, maintained trails and repaired structures at local nonprofit, and volunteered at local nonprofit.  Through these community service projects, participants improve and feel part of the greater CITY NAME community while learning essential skills for a productive and vibrant future.

ONE-ON-ONE GUIDANCE AND LIFE SKILLS
The Case Manager/counselor provides ongoing support, advocacy, and guidance for all participants.  You may participate in individual sessions and develop goals for the program and for life after YouthBuild Program Name. You will participate in weekly Leadership skills classes.  

We will assist participants with referrals that may include social services, health, legal and psychiatric, as well as alcohol and drug abuse help resources if necessary.

LEADERSHIP 
Leadership is expected in all parts of the program. You will have many opportunities to lead in the classroom, at the job site, in community service projects, and in the running of the program itself.  You will be encouraged to bring about positive changes in your neighborhoods, in the larger community, and in the program.  You will also have the opportunity to serve on the Youth Policy Council.
Leadership classes will be held once weekly.

CAREER AND POSTSECONDARY EDUCATION PREPARATION SERVICES
The primary goal of YouthBuild Program Name is to prepare you to secure and maintain a job or to further your education by attending college or other training institution after graduation. The Career and Postsecondary Education Preparation Services assist you in preparing for these next steps by helping you to set career goals, to secure the educational services you need to pursue your goals, and to thrive in the changing economy.
Through the career/pse development process, you will have the opportunity to:
· assess your existing skills, knowledge, abilities and interests;
· explore short-term job and long-term occupational opportunities;
· develop realistic career goals and plans; and
· be prepared to enter the job market.
We have close ties with many postsecondary institutions and will guide you through the college application process, the federal financial aid application, course registration process, and knowing what to expect during your time in college. 
PORTFOLIO
One of the graduation requirements is assembling a portfolio of which represents your learned skills, experiences, and achievements. The portfolio will be a useful tool when applying for a job or a postsecondary program and is a record of all the time and energy you put into your education at YouthBuild Program Name
The components of the YouthBuild Program Name portfolio are:
· a letter of introduction
· a cover letter
· resume
· letters of recommendation
· list of references
· description of volunteer experiences and service learning
· any certifications earned (HiSET, PACT, Culinary Arts, OSHA, etc.)
· documents such as driver’s license and birth certificate
· photographs 

At the culmination of the program, you will have the opportunity to give an oral presentation on the contents of your portfolio at an Exit or Mock Interview.

GRADUATION (COMPLETION) REQUIREMENTS
To graduate from YouthBuild Program Name, you must successfully complete the requirements for all program components including academic, vocational, career preparation, leadership, community service, service learning projects, and career and/or post-secondary education placement.

To successfully complete [transition from/participate in graduation] the [Name] YouthBuild program [and participate in the graduation ceremony], you will be required to complete the following minimum requirements
:
· Earn your GED/HiSET/HSD or demonstrate a literacy or numeracy/EFL gain
· Earn your NCCER/HBI-PACT and/or C+ certification/credential
· Participate in and complete at least 30 hours of Community Service
· Complete the Portfolio
· Complete at least 3 Career Preparation Competencies such as 
· Job shadow
· Work experience
· Job application
· Mock interview
· Job interview
· Demonstrate proficiency in [percentage of] Leadership competencies
· Demonstrate proficiency in [percentage of] Work Readiness Behavioral skills
· Enroll in post-secondary education or secure a job/internship/registered apprenticeship or complete at least two job applications or a college application







YB Program Policies and Procedures

OVERVIEW
The YouthBuild Program Name guidelines and rules are designed to help maintain order and consistency.  
The YouthBuild Program Name policies will help you and your peers successfully complete the program by encouraging behavior that is safe, kind, respectful, and responsible.

As a YouthBuild Program Name participant, you are expected to subscribe to the highest standards of conduct while participating in program activities and to abide by all program rules and regulations. You are also expected to show proper respect for other program members, staff, volunteers, and members of the community.

YouthBuild Program Name policies are designed to:
· Teach responsible work behavior
· Prepare you for the world of work
· Reinforce employer expectations for attendance, punctuality, responsibility, and accountability
· Help you meet commitments, achieve your goals, and understand the importance of “interdependence”—our importance to each other in achieving our collective goals
· Assist you in meeting YouthBuild Program Name graduation/completion requirements

As the program progresses, we may find it necessary to change or add YouthBuild Program Name policies.  You will be advised of any changes to program policies. 

ALCOHOL USE and DRUG FREE WORK PLACE
While participating in YouthBuild Program Name, you may not possess, distribute, sell, or be under the influence of alcohol or illegal drugs.   Being under the influence of alcohol or illegal drugs during program hours is not permitted and will result in staff intervention and possible mandated substance abuse counseling, suspension, or dismissal from the program.  Being “under the influence” includes being hung over.  If the staff strongly suspects that you are under the influence, we will determine the necessary action based on safety considerations.

NOTE:  Prescription drugs must be given to and stored by a staff member during the day.

APPEARANCE 
You are expected to dress appropriately for YouthBuild Program Name. Clothing which is disruptive to the learning process is not permitted. Any articles of clothing which display references to drugs or alcohol, profanity, or are sexually explicit are inappropriate for the program.  

For safety reasons, boots are required for participation on the jobsite and must be worn at all times during the vocational component of the program.

BANNED ITEMS
To maintain a safe program environment, the following items are not permitted at YouthBuild Program Name:  
· alcohol
· drugs and/or drug paraphernalia
· weapons 
· sexually explicit images/films or photos
· gang related jewelry and/or clothing

CALL IN PROCEDURE
1. When you will be late or absent from YouthBuild Program Name, please call the Director or other staff member as soon as possible.
2. You may be required to document absences due to illness with a doctor’s note if you have multiple absences or miss more than two consecutive days.
3. You may be required to document court related and other appointments with written verification.
4. Upon arrival at YouthBuild Program Name, please notify the Director.  

CELL PHONES and OTHER ELECTRONIC DEVICES 
Please refrain from using your cell phone during instructional and/or work time on and off site including while riding in the car/van, if applicable, as this is disruptive to the educational process and work environment.  We will provide instruction and modeling on appropriate use of your phone in a work environment.

COMPUTER and INTERNET USE
YouthBuild Program Name furnishes computers and internet access to enhance the learning experience.  Access to YouthBuild Program Name computers is a privilege and computers are to be used for YouthBuild Program Name learning and objectives only.  

1. Personal use of computers including, but not limited to, email, Facebook, social media sites, computer games, and media/music website is only permitted when approved by a staff member.  Chat rooms, socially offensive sites, or any other inappropriate use is off limits at all times.
2. Downloading of any software or copying or installing of any unapproved programs is not permitted.
3. Copying of other YouthBuild Program Name participant’s files is not permitted.
4. To ensure that the YouthBuild Program Name computer network remains virus-free, please refrain from bringing in flash drives and diskettes, etc., from outside sources.

CONFLICT

YouthBuild Program Name staff and participants are expected to deal with conflict in positive, non-violent ways.  Participants should look to staff as a resource for mediating conflict, and physical or verbal aggression or threats of aggression will result in immediate staff intervention. 

GENERAL ATTENDANCE
Attendance is the foundation of the learning experience and the best opportunity to practice good work habits, as you must be present to learn and benefit from the program.
General guidelines:
· If you are absent, please call the Director at xxx-xxxx, extension xxx (see call-in procedure, p. 12).
· Appointments should be scheduled outside of program hours whenever possible.
· In order for an absence for a scheduled event (such as a court hearing or funeral) to be excused, please provide a minimum of 24 hours’ notice to the YouthBuild Program Name.

INCLEMENT WEATHER
YouthBuild Program Name will be closed when the CITY Public Schools are closed for snow or inclement weather. Please check local television and/or radio stations or check their websites or set your cell phone to receive a text message. PARENT/SPONSORING AGENCY will close for snow or inclement weather when City Hall closes.

LANGUAGE
Please be aware that the language you use reflects on you and on YouthBuild Program Name. As a participant in the YouthBuild Program Name, you are expected to take a leadership role.  You will be expected to use appropriate language which is not considered to be profane or demeaning toward any group or individual.

LEARNING EXPERIENCE
At YouthBuild Program Name, we consider discipline in the context of teaching and learning skills which are needed to demonstrate positive and acceptable behaviors. 
YB learning goals include helping you to learn
· How to avoid patterns of negative behaviors
· How to incorporate new and appropriate behaviors that will strengthen you personally as well as your contribution to our community.
Restorative Learning Process
The YouthBuild Program Name staff is committed to helping you succeed. We expect that you will strive to be safe, kind, respectful, and responsible, and we will assist you to learn and practice these skills.  We hope that by clearly explaining our expectations and providing regular, ongoing performance feedback, the need to respond to performance issues will be minimal.

Discipline at YouthBuild Program Name will be educational rather than punitive and focuses on helping you to understand how your behavior impacts yourself and others, providing instruction in thinking and social skills, making a plan for changing behavior, and creating opportunities to make restorations. We will work together to provide a safe, learning environment.



SEXUAL and OTHER TYPES OF HARASSMENT   
We are committed to ensuring that all YouthBuild Program Name participants are treated with dignity and respect. Our support of equal employment opportunity includes the recognition that harassment of program participants because of race, sex, sexual orientation, age, disability, religion, national origin, or other protected characteristics will not be tolerated. 

Sexual harassment is defined as “any behavior, that being verbal and non-verbal, in which an individual is subjected to the unwarranted (not authorized) advances of another.”

Any and all allegations of sexual harassment are to be reported directly to a staff member within 24 hours of the said incident.   At this time a “Sexual Harassment Report Form” will be completed by indicating the time of incident, nature of alleged harassment, any and all individuals participating in alleged incident, and where the alleged incident took place.  The report shall be submitted to the Director who will “discreetly” review the contents within a 24 hour period, and any and all implicated participants will be interviewed.  After careful review of all relevant information, an action plan will be implemented with those involved.

The action plan may include recommendations of removal from the program, fines, referral to law enforcement, and/or counseling.  Any and all sexual harassment issues will be considered personal to all involved and will be handled in a discreet manner. 

If you feel you have been the victim of harassment, immediately report the incident to a YouthBuild Program Name staff member.

SMOKING and VAPING
Smoking/vaping is only permitted in designated areas during breaks and lunch. Please be considerate and properly dispose of cigarette butts and empty packages.
When we travel off site, you are considered to be in a classroom environment and may only smoke when specifically permitted by staff.  Smoking in YouthBuild Program Name vehicles is not permitted.

STIPENDS
When you become enrolled in the program at the end of your initial three week Mental Toughness period, you are eligible to earn a stipend for the day. The amount of stipend received is directly related to your daily attendance; effort; behavior which is safe, kind, respectful and responsible; and performance. The stipend is earned for both your jobsite and classroom days. You will have multiple opportunities to assess your performance during the day and determine your ratings with your instructors. The total daily rating will determine the stipend that you earn. The current rates are as follows:

0 - 4 or No Rating = $0.00
5 – 6 = $25.00
7 – 8 = $27.00
9 – 10 = $30.00
Stipend checks will be distributed by the YouthBuild Program Name Director every two weeks. Please refer to the Participant Calendar for days of stipend payments.

Stipend checks are not wages and do NOT count toward credit for unemployment purposes.

TARDINESS and PUNCTUALITY
Punctuality is also an important work readiness skill. When you are tardy for YouthBuild Program Name, your fellow participants may be late getting to a worksite, and/or you may miss critical opportunities to learn. 
· Being on time is important and expected.  
· Being late shows disrespect to the program, your fellow participants, and staff.  
· You are expected to be on time for all YouthBuild Program Name obligations.  
· You are expected to return from morning breaks and lunch on time.
We recognize that even with the best planning, unexpected circumstances may arise. Good communication and problem solving skills are essential. If you are experiencing circumstances that are preventing you from arriving at YouthBuild Program Name on time, the YouthBuild Program Name staff will meet with you to help problem solve the issue(s). 

VEHICLES
Please respect our vehicles by cleaning and caring for both the interior and exterior. Only staff will operate company vehicles. Personal vehicles are not to be used during program hours and events.

WORKSITE AND WORKSHOP SAFETY
You will receive OSHA 10 safety training during the orientation process. Additional construction site specific safety training will be provided as needed.  

The following safety rules apply at all times:
1. Wear your seat belt when riding in vehicles.
2. Follow trained safety procedures.
3. Use the personal protective equipment provided as designated by YouthBuild Program Name staff.
4. Only operate any power equipment when specifically trained and requested to do so by the vocational instructors.
5. Use care when using tools/equipment at the worksite and be of the appropriate age based on youth employment laws.
6. Notify the vocational instructors of any potentially unsafe work conditions or security concerns.
7. Follow proper lifting and other ergonomic instructions.
8. Immediately report accidents or injuries involving yourself or others to the construction trades coordinator/construction assistant.

If at any time you feel your personal safety is at risk, please speak with a staff member immediately.



Grievance Procedures
Purpose
The purpose of the grievance procedure is to resolve disputes that may arise during the operation of the program. Disputes must be related to service activities or disciplinary action taken. All complaints must follow the following procedures:
1. All aggrieved parties should make every effort to settle the dispute on a personal basis. 
2. If the matter cannot be settled, the aggrieved party must put the complaint in writing within ten days of the event. A hearing will be scheduled within seven days before a joint committee of staff and policy committee. 
3. If a successful resolution is not reached at the hearing, a written appeal shall be submitted to the Director within five days, and a meeting with the Director will be scheduled within five days of receipt of the appeal.
4. If a successful resolution is not reached at the meeting with the Director, a written appeal shall be submitted to the Executive Director of PROGRAM AGENCY NAME within five days, and a meeting will be scheduled within ten days of receipt of the appeal.
5. Binding Arbitration: An aggrieving party may request binding arbitration if a grievance hearing decision is adverse or if no decision is made within 60 days of the filing of the grievance. The arbitrator must be independent and selected by agreement of the parties. If the parties cannot agree on an arbitrator, the Executive Director will appoint within 15 calendar days after receiving a request from one of the parties. An arbitration proceeding will be held no later than 45 calendar days after the request for arbitration, or no later than 30 calendar days after the appointment of an arbitrator by the Executive Director. An arbitration decision will be made no later than 30 calendar days after the commencement of the arbitration. 
Incident Reporting
If any allegation of fraud, malfeasance, misfeasance, misappropriation or any misconduct or wrongdoing is suspected, parties have the right to file an incident report with the Employment and Training Administration. Please see Attachment C at the back of the Participant Handbook for instructions on reporting such incidents.   










[YouthBuild Anytown] is supported by the U.S. Department of Labor. A total of $[1,500,000], or [80] percent of [YouthBuild Anytown] is financed with Federal funds, and $[375,000], or [20] percent is funded by other sources. 

PARENT/SPONSORING AGENCY is an equal opportunity employer.  Auxiliary aids and services are available upon request to individuals with disabilities. 



I have received and read the YouthBuild Program Name Participant Handbook 2026 – 2028.

____________________________________________________
Name


____________________________________________________
Signature


____________________________________________________
Date

This document will be filed in your Participant File.
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